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Desktop User Guide



Chapter One: Getting Started

OLTPro is designed to Maximize Your Bottom Line by offering an efficient, affordable, and reliable professional tax
software for any type of tax office. We offer comprehensive, user-friendly tax software for CPAs and Tax Professionals
that is sure to increase revenue and efficiency to help grow your tax business!

Who We Are

On-Line Taxes, Inc. provides federal and state preparation and electronic filing for professional tax preparers, serving
thousands of customers throughout the United States. Responsible for filing more than one million returns to date, On-
Line Taxes, Inc. offers comprehensive tax services to meet the needs and demands of today’s tax preparer.

On-Line Taxes, Inc. was founded in 1999 by the late William White, an entrepreneur with more than two decades of
experience in both computer programming and public accounting. The company’s president, Premkumar John, joined
On-Line Taxes, Inc. in 2002. John’s experience includes eight years at Cerner Corp., the world’s leading supplier of health
care information technology. On-Line Taxes, Inc. is based in St. Joseph, MO.

System Requirements (Desktop)
Computer: IBM or compatible Pentium processor (1.0GHz and above)

Operating System: XP, XP PRO, Vista, Windows 7

Memory: Minimum 2GB of RAM

Monitor: Supports SVGA color monitors (high-color 16 bit) 1024x768 screen resolution recommended.
CD ROM Drive: 2X CD-ROM minimum 4X CD-ROM or DVD R/W

Internet Connection: 28.8 Kbps or faster modem or direct Internet connection required to obtain updates, complete
electronic filing, or access customer service.

Third Party Software: Microsoft Internet Explorer 7.0 (or higher), Mozilla Firefox 3.7 (or higher), Adobe Acrobat 8.0 (or
higher)

Printer: Works with any windows compatible inkjet or laser printer with 1 MB or more memory.



Quick Reference Guide

The Quick Reference Guide is used for short-cuts when utilizing the Direct Input Mode of the software.

DESIRED ACTION

KEYBOARD KEYS

Move cursor forward one field [Tab] or [{/]

Move cursor back one field [Shift] + [Tab] or [TM]

Move cursor within a field [¢]or[=]

Delete character behind the cursor [Backspace]

Delete character before the cursor [Delete]

Go to the first position in a data entry field [Home]

Go to the last position in a data entry field [End]

Select entire characters in a data entry field [Shift] + [Home] or [Shift] + [End]
Access view/print mode [Ctrl] + [P]

Access tree view list panel

[Ctrl] + [Shift] + [T]

Access show return links panel

[Ctrl] + [Shift] + [S]

Access Refund Meter panel

[Ctrl] + [Shift] + [R]

Access help browser panel

[Ctrl] + [Shift] + [H]

Access override summary link

[Ctrl] + [F2]

Access change preparer link

[Ctrl] + [F3]

Access update return status link

[Ctrl] + [F4]

Access backup return link

[Ctrl] + [F6]

Pro screen hot keys:

DESIRED ACTION

KEYBOARD KEYS

Open return [Ctrl] + [O]
New Return [Ctrl] + [N]
Manage Return [Ctrl] + [M]

Data Entry hot keys:

DESIRED ACTION

KEYBOARD KEYS

For field help during data entry

[F1]

Do Override (To call override form)

[F8]

Undo Override (Delete override entry in particular
field)

[Shift] + [F8]

Toggle between federal and state tabs [Ctrl] + [F]
View/Print Return [Ctrl] + [P]
Open help system [Ctrl] + [F1]
Access to Clients Query [Ctrl] +[Q]
Delete Record in multiple entry form/ Delete a [Ctrl] + [D]

data entry screen

Delete All Record in multiple entry pop-up screen

[Ctrl] + [Shift] + [D]

Edit Record in multiple entry form [Ctrl] + [E]

Add Record in multiple entry form [Ctrl] + [A]

Save the screen [Ctrl] + [S]

Reset the screen [Ctrl] + [U]
Cancel entry [Ctrl] + [L]

Access work pad [Ctrl] + [W]
Activate the calculator [F5]

Exit pop-up screen [Esc]




Add notes [Ctrl] + [R]
Open or Locate form [FI]
Manage Panels (Form list tree, Refund Meter, [Ctrl] + [M]
Show return, Show help)

Close client return [F10]

Next control navigation [Ctrl] + [=]
Previous control navigation [Ctrl] + [¢]

First control navigation

[Ctrl] + [Shift] + [¢]

Last control navigation

[Ctrl] + [Shift] + [D]

View all forms list in tree view

[Ctrl] + [Shift] + [A]

View filed forms list in tree view

[Ctrl] + [Shift] + [C]

View Related Forms list

[Ctrl] + [Shift] + [F]

Access tree view list panel

[Ctrl] + [Shift] + [T]

Access show return links panel

[Ctrl] + [Shift] + [S]

Access Refund Meter panel

[Ctrl] + [Shift] + [R]

Access help browser panel

[Ctrl] + [Shift] + [H]

NOTE: You can also use your mouse to position your cursor in desired field

Frequently used codes:

CODE APPLICATION

P Data will be assigned to primary taxpayer. The
program will default to “P”

S Data will be assigned to spouse.

J Data will be assigned to both the taxpayer and

spouse

10



Chapter Two: OLTPro Desktop Setup

OLTPro Desktop Installation

Insert the OLTPro Desktop 2011 Disc into your disc drive.
Click <Open folder to view files>.

oy
f el

= AutoPlay

4 & DVD RW Drive (E)
@ OLTPRODesktopv5

General cptions

COpen folder to view files
] ‘ using Windows Explarer

View more AutoPlay options in Control Panel

Double-click on the Icon <OLTPRODesktop2011>.

0@ Homegroup

M Computer
&, Local Disk (C3)
£% DVD RW Drive (E}) O
L justinw (\1192.168.0.

?ﬂ MNetwork

[F=5|Eol =5
)= [€% + Computer » rive (E: ro. - Search DVD RW Drive (E:) OLTPro2011
OU 4 v Comp DVD RW Drive (E:) OLTPro2011 4 DVD RW D ol
Organize « Burn to disc B= » [ .@.
s Eavorites Mame Date modified Type Size
Bl Desktop 4 Files Currently on the Disc (2)
— Downloads = Desktop2011UserGuide.pdf 9/2/20119:15AM  Adobe Acrobat D... 5,808 KB
e Recent Places iZ) OLTPRODesktop2011.exe 10/13/20111013 ..  Application 445722 KB
B Libraries 4 Files Ready to Be Written to the Disc (1)
5 Documents [#] desktop.ini 10/198/201112:05 ...  Configuration sett... 1KB
J‘- Music
le=| Pictures
E Videos
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Language Selection
Select a language you would ke the wizard to proceed with,

Choose installation language:

vy, oltpro. com

[ Mest > J [ Cancel

Click <Next> to start the <Installation Wizard>

Welcome to the Installation Wizard

‘welcome to the OLTPRODesktop2010 Setup program. This
program will install OLTPRODesktop2010 on your computer.

Itiz strongly recommended that you exit all Windows
programs befare running thiz Setup program. Click Cancel to
quit Setup and cloze any programs you have mnning. Click,
Mext ta cantinue with the Setup progran.

WARMIMG: Thiz program is protected by copyright law and
international reaties.

Unauthonized reproduction or distribution of thiz program, or
ary portion of it, may result in severe civil and criminal
penalties, and will be prosecuted to the maximum extent
poszible under law.

[ < Back ][ Next » J[ Cancel ]

After reviewing the User Agreement, select the checkbox 0 “Yes, | agree with all the terms of this license agreement.”

Then click <Next>.

License Agreement
Please read the following license agreement carefully

Flease clozely read the following license agreement. Do vou accept all the terms of the following
licensze agreement?

Thiz Agreement ["Agreement'"] iz a legally binding contract made by and between
On-Line Taxes, Inc. ["On-Line Taxes") and you ["you”], which governs vour use of On-Line
Taxes' web site [the "web Site', tax preparation software [the "Software”], and the services
that Or-Line T axes offers on the ‘Web Site [the "Services"].

B CLICKIMG THE "l AGREE" BUTTOM [See Below] OR ACCESSING OR USING
MY PART OF THE WEB SITE. YOU AGREE THAT vOU HAYE READ, UNDERSTAND
WHD AGREE TO BE BOUND BY THIS AGREEMENT. IF YOU DO NOT AGREE TO BE SO
BOUMD,YOU SHOULD SELECT THE "1 DO MOT ACCEPT" BUTTOM AMD DO MOT
WCCESS OR USE ANY PART OF THIS WER SITE.

LA TS AL AMR TN MU EE WM AEE L A TIARIE

ey, oltpro. com

< Back ][ Mext » J[ Cancel




Click <Next>.
Readme Information

Fleaze read the following information about the OLTPRODesktop2010
carefully.

Important infarmation about OLTPRODesktop2010.

OrnlLine Taxes provides federal and state online tax preparation and electronic filing
For individual taxpayers and professional tax preparers. The Web site iz an authorized
IRS e-file partner, secured by Yerision®, powered by IBM® and ceritified by the
Eetter Buginess Bureau's OnLine Privacy Program®,

OrnLine Taxes serves hundreds of thouzands of customers each year and haz e-filed maore
than one million returns to date. We have grovn aver the vears in order to provide you
more comprehensive tax services to meet your individual, business, profeszional, and e-file
heeds.

& will continue to strive to not only meet, but also exceed vour expectations in every wayl

Orn-Line Taxes, Inc was founded in 1933 by William ‘White, an entrepreneur with more than
bwo decades of experience in both computer programming and public accounting.
The compan_y's pre_sident, Prgmkumar John, joined OLT in 2002,

iy oltpro. com

[ < Back ][ et = J[ Cancel

Click <Next> to Install the Federal and All States (NOTE: You must install ALL STATES).

Setup Type
Select the zetup type of the application.

Description

fieceia] Federal will be installed

Fonts
States

A DE

Space required on your hard digk: 500004 KB
vy oltpro. com

[ < Back ][ Mext > J[ Cancel ]

Select to Install for <Current User> or <For All Users>. Click <Next>.
Destination Folder

Click Mext to install the application to thiz folder, or click Browse to install to a
different location.

Select the destination folder where pou want to install OLTPRODesktop2010. Ta install to a
different location, click Browse, and select another folder.

Select installation folder:

C:A\Dnline-T axesh0LTPRODesktap2010

Specify how to create the shortcuts:

@ Far current user anly

() Far all users

Disk space uzage

wiwi. oltpro. com

< Back ][ Mext J[ Cancel

13



Click <Next>.

Program Group
Select the program group where the Installation Wizard will install
application shortcuts.

Select program group:
OLTPRODesktop2010

7Zip

Acocessories

Adminiztrative Tools

Al

ArcSoft Magic-i Visual Effects 2
ArcSoft WebCam Companion 3
Evernote for Wall

Games

Intel

Intel Corporation

Intel PROSet Wireless
Maintenance

Microsaft Office

v oltpro. com

< Back “ Mext > ][ Cancel ]

Click <Next>.

Ready to Install the Program
The Installation Wwizard is ready to install the OLTPRODesktop2010.

“You are now ready to install OLTPRODesktop2010.

Prezs the Mest button to begin the installation or the Back button to re-enter the installation
information.

wiwi. oltpro. com

[ < Back “ Mext ][ Cancel

Wait for installation to complete.

OLTPRO

Setup Status

Pleaze wait. OLTPRODesktop2010 installation iz in progress.

If you want to interrupt installation process, press the Cancel button. But in this case carect
working of the program is not guaranteed.

Copying file...
C:AOnline-Takes\OLTPRODezktop201 Dhoriginalhde_B453 pdf

wiana, oltpro.com

Cancel

14



Once the Installation is complete, click <Finish>

Installation Complete

OLTPROD esktop2010 haz been successfully installed.

Press the Finish button to exit Setup program.

ation
Wizard

15



Using the Auto-Update Feature

The OLTPRO Live Updater is a feature that will automatically install any updates that are available to your OLTPRO
Desktop Software. Updates to the program are common throughout the tax season and are essential to ensure that
OLTPRO always has the latest forms and instructions from the IRS.

There may be updates available when you install the software. If so, the following steps will help you to ensure your
program is up to date.

When a new update is available, a pop up will display:

OLTProDesktop2010 Updates are ready to install.

OLTProDesktop2010 Updates are ready to install.

RS

Before running the Automatic Updater, close the OLTPRO Desktop Program. Click <Ok>.



The following screen will show stating the progress of the update:

V-0 Patch -0 Success 0

V-3 Patch -0 Success i

V-4 Patch -0 Success

V-5 Patch -0 Success =

V-5 Patch -1 Success

Installation In Progress B
 —————

Once the Update has completed, click <Ok> to finish.

Your system is currently updated with the latest
VErsian.

17



Setting up your Software

After completion of the installation process, double-click on the OLTProDesktop Icon that has installed on your
computer.

L-roDs...

The following steps will guide you through the basic setup of the software. The default installation will be for <Stand

Alone Computer>.
NOTE: For <Network Installation>, install the Server Computer as Stand Alone.
NOTE: For adding Workstations to the Network Installation, see Chapter Three: Network Installation Guide.

@ Pmdu-CIConﬁgurdtM e - - Ve We I 23 I

Product Configuration ’l

This setup option determines where the application accesses and stores the data files.
The Configuration area is used to tell the application what kind of setup the computer is running. There is an option for every scenario.
Choose the appropriate configuration setting based on the installation method used to install the application.

These settings should not be changed during the season. W
Select your product

@ Stand alone Computer (no Network) Generate Server Configuration Get Server Confiquration

Choose this option ifthe software was installed to the hard drive of this computer, and this computer is not on a netwark.

7 Metwork Software
Choose this option ifthis computers access data files are stored on another computer. This option enables the Indicated Server
Drive Letter for Sharing Data Files selection. Select the drive letter of the computer storing the shared data files.

In Network software, Data, Images, Backup Data, Documents, Signpad and Downloads folders in the Server machine need to be
shared manually with all File permissions (Read, Write, Delete)

The data folder path must not be a mapped path. It should contain full machine name e.g (Wmachine name..) l

Server Name SERVERCOMPUTERNAME
| Select the DATA folder in the netwaork \\192.168.0.1\DATA
I Select the IMAGES folder in the network \\152.168.0.1\IMAGES

Select the BACKUP DATA folder in the network \\192.168.0.1\BACKUP DATA

T \\192.168.0.1\DOCUMENTS

. SIGNPAD folder in the network W\ 152.168.0.1\5SIGNFAD

JHH

Select the DOWNLOADS folder in the network WM192.168.0.1\DOWNLOADS.

[[] check here for multiple instances (For Citrix Server Only)

[[] check here if you have Dialup Connection I

- —
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If you have prior year information to pull-forward, select <Yes> otherwise select <No> then <Save & Continue>

|1

' 52

L ST E

STEP 2 : Prior Year Data Conversion

Prior Year Data Conversion

You have used "OLTProDesktop2010" last yvear

Do you want to import your 2010 tax year Account and Preparer details? I
@ Yes
@ No

Select the data path of OLTProDesktop2010
CHAONLINE-TAXES\OLTPRODESKTOP2010\DATA g

Admin Account Name

Password

| . . . ) )
n Note: Select "Yes” if you wish to set the data path to your prior year data and login using the _

Username and Password set for the prior vear data.
Alternatively, click "No" to create a new account.




Downloading Account Information

If you already have account information setup through www.oltpro.com, you can download that information in this
screen, otherwise select <No, | want to set up new administrator account information now> and create a new account.

2 OLTProDesktop 2010 V1.0.0.5 =] @ =)
STEP 3 : Download account information

Select "Yes" if you wish to download your account information from the OLTPRO.com website, if not,

=select the "No” option and click "Sawve and Continue” to create a new desktop account.

Determining Site Account Details

If you currently have an online account at www.OLTPRO.com and you want to use the same "Administrator Account’
information to access this desktop product, please follow the steps below :

Do you want to use account information you have already setup?

) Mo, T want to set up new administrator account information now.
*In order to download your "Administrator Account® information from OLTPRO.com your system must be
connected to the "internet’. Please verify your 'internet’ connection before continuing with your account

download.

Site Account Name *

Site Password *

Site Firm Name *

Account 1D+ *

* fields are mandatory

. &3 ) | Downloa Site Configuration | |

NOTE: If you have account information already setup, it will be listed on your ‘Shipping Statement’ that was mailed with

your software.
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Creating a New Account

Once you have created your Account Name, Password and Firm Name, click <Create Account>

24 OLTProDesktop 2010 V1.0.0.5 =8 Nol ™

STEP 4 : Administrator Account Information

Enter an account name of your preference. &ll information in this page is to be filled. Account name
once saved cannot be changed. Click "Create Account” once you are done.

Administrator Account Information

In order to create an "Administrator Account’ this system needs to be connected with the
"Internet’. Please verify the Internet connection before you create an account.

Account Name (Must be at least six characters, no spaces)
Password (Min 6, max 25 Characters)

Confirm Password

Password Hint

E-mail Address

Firm Name

( Mote : Enter your last name if a firm name does not exist )

[] Check here. if you are self-employed

—m

21



Creating Admin Preparer

The next step is to setup your Admin Preparer. Enter the required Information and click <Update>

ﬁ OLTProDesktop 2011 V1.0.0.0 EII = I@
OL Account ID : AFTAF29971RC Welcome TESTING
FeTg no. Customer Support 1-877-OLT4-PRO (1-877-658-4776) ACCOUNT CREATE LOGOUT

Individual Business

Preparer

Preparer / User Management

Preparer Login Information Click here to change Password User [ Preparer Account Summary
Account Name CREATEACCOUNT
Password FEEREREERRRER
Confirm Password EEEEERRERRRRR Privileges CREATEACCOUNT [ADMIN]
Password Hint REVERSE Delete Firm
Preparer Information Records
First Name Initial Last Name lodify I

TESTING PREPARER :
Paid Preparer Information @ PREPARER ID ) FIRMID F

(generated on all tax forms) R
SSN 123-44-5555 SSN Setting
FTIN P |+ 12555555 NONE -

LTP/LTC Number

(Oregon state Preparers Only)
NYTPRIN

(For N State Tax Preparers only)

PIN Signature Number 10555

E-Mail Address COLTPRO@OCLT.COM

Number of Years as CPA 5 Ph No (265)365-5555 -

Power Of Attorney Information Delete Client
Preparer Designation - Records

CAF Number

Note
Jurisdiction

. * In order to create 'Preparer / User
Address Information Account' this system should be connected to
Preparer's Address 12 STREET the Internet.

* Please verify the Internet connection
before you create an account.

Preparer's City NEW YORK

' " * Check (Uncheck] the "Delete Client
s Eas NY [ Zip Code 10101 Records", "Delete Firm Records" to enable
Fax Number (disable) delete privilege option

m— [ Uisic™|

You can now add additional Sub-Preparers if you would like, or click <Save & Continue>



Updating Firm Information

The Firm Information will need to be updated next. Once complete, click <Save & Continue>

24 OLTProDesktop 2010 ¥1.0.0.5 =l = ==

STEP 6 : Firm Information

Enter your Firm Information and click update. For self-employed users Firm EFIN Number, alone is
mandatory. Select the "Yes" option in the Service Bureau to enter your master EFIN.

Firm Information

[[] Check Here.if you are self employed

Firm Address Information

Contact Person's Name PREPARER ACCOUNT
Firm / Business Name ACCOUNT CREATE
Firm's Address 12 STREET

Firm's City NEW YORK

Firm's State NY =

Zip Code 10101 |-

E-mail Address OLTPRO@OLT.COM

Firm Information
Federal EIN 125555555

State ID Number

Firm EFIN Number 125555 Change EFIN
Firm's DCN Start Number Update DCH Start
Phone Number (365)365-5555

Firm Fax Number
Service Bureau Information

Is firm associated with Service Bureau?




Updating Pricing Information

The Pricing Information can be updated here. This will be the fee’s that you charge to your taxpayers and while it is not

required that you setup this information now, it is recommended.

2 OLTProDesktop 2010 V1.0.0.5
STEP 7 : Pricing Information

Enter Pricing information and Discount and Additional for both Individual Federal and State and Business
Federal and State. Pricing Information can be imported or exported for Federal Individual and State.

Pricing Setup - Individual

[E=8EcH =3

Discount and
Additional charges

esera M =

Pricing Setup Federal payment settings State payment settings
Individual .
Set price manually after every return Set price manually after every state return
120 = .
— = = @ H
® Fixed Rate for all returns s @ Fixed Rate for all state returns 1]
1205 S ber F It am " Set price for each State
et price as Fer rorm em, an roperty . .
1065 ' ' Set price for all Forms in each State, Select State I:l
Main Forms  Worksheets Forms starts with i Q =
220 Schedules Others. 123 4567 8 9 ShowAl 0 0 Q
o1 T fomtame |
990
20
106
Basic Information Warning
109
Do you want to setup pricing now?
5500
2845
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Adding a New Preparer / Editing Preparer Privileges

Under the <Setup> Tab, you will see the option that says <Preparer> and you can add your Sub-Preparer’s information.

You can also edit the privileges of your sub-preparers using the Privileges Section.

ﬂ OLTProDesktop 2011 V1.0.0.0 : = :
a OL.'i’R 0 Account ID : AETAE29971RC Weloome TESTING
porefommrleblidbed  Customer Support 1-877-OLT4-PRO (1-877-688-4776)  ACCOUNT CREATE oo

Individual Business Mode: Direct Input

Preparer Pricing Settings

Preparer / User Management

Preparer Login Information User / Preparer Account Summary

Account Name (min &, max 25 Char)
Passwore (min 6, mx 25 Char [S.No|  AccouniNeme |

Confirm Password — TRl 1 CREATEACCOUNT [ADMIN]

Password Hint [ select an [[] pelete Firm
Preparer Information [F] pisable this Records
First Name Initj Last Name Account ] Mo_d_ify Invoice
[] Show All Clients Pricing
Paid Preparer Information @ PREPARER ID () FIRM ID to Preparer [7] File Amendfad
(generated on all tax forms) |:| Client Manager D Remowve Print
ssn [7] Efile SSN Setting
FTIN T [] scheduler NONE -
LTP/LTC Number [[] Letters
(Oregon state Preparers Only)} |:| Bank
NYTPRIN o
(For N State Tax Preparers only) D Check Printing
|:| Reports
E-Mail Address D Forms
7] Tools
Ph No [ support
Power Of Attorney Information [] Delete Client
Preparer Designation - Records
CAF Number
Not:
Jurisdiction =

* In order to create 'Preparer / User
Account' this system should be connected to
the Internet.

* Please verify the Internet connection
before you create an account.

* Check (Uncheck] the "Delete Client
Records", "Delete Firm Records" to enable
(disable) delete privilege option

[——

NOTE: When selecting PREPARER ID or FIRM ID, the following will show:
PREPARER ID: Shows the specific preparer information on the bottom of the 1040.
FIRM ID: Shows the firm information at the bottom of the 1040.

NOTE: A preparer must have a valid PTIN to be entered as a preparer.
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Importing Prior Year Clients

Individual Returns
You can pull forward your prior year clients from the prior year database. To do so, click Letters > Client Organizer then
click 2010 Year Clients from the left column.

Account ID : AETAE299TIRC Welcome TESTING
Customer Support 1-877-OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE LOGOUT
Mode: Direct Input

Letters

| 2011 Organizer Client Organize
Report o= e S .
Mailing Labels
New Clients
Returning Clients Preparer Preferences ~ Sort by |Primary First Name v AJZJ entPreview & PrntOrganizer SelectAll  Select All Pages  Clear All
2010 Organizer

. Include Preseason Letter
w—1 to 11] of 11 Clients 0
N o S heses |

SS5N . NEWYORK.TESTING 111111111 =ingle TESTING FREFARER Ready to Convert
value MISSOURITESTING 222222222 hoh TESTING FREFARER Ready to Convert
COLORADO,TESTING 333-33-3333 =ingle TESTING FREFARER Ready to Convert
GEORGIA TESTING Lsslris joint TESTING FREFARER Ready to Convert
MICHIGAN, TESTING 555-55-5555 =ingle TESTING FREFARER Ready to Convert
MARYLAND TESTING B888-88-8858 =ingle TESTING FREFARER Ready to Convert
NONRESIDENT TESTING 111-22-3333 =ingle TESTING FREFARER Ready to Convert
DUBUSEVEN, TESTING 555-00-1001 =ingle TESTING FREFARER Ready to Convert

Type of Import

Simple

©) Comprehensive NEWJERSEY TESTING TTITITITT single TESTING PREPARER Ready to Convert
= 222.33-4444 TESTING PREPARER Ready to Convert
*simple Import: 955-00-1001 TESTING FREPARER Ready to Convert

Will not pull forward prior
year amounts or
calculation from Forms
W-2, 1099, Sch. C, etc.

*Comprehensive
Import:

Wil pull forward prior
year amounts and
calculations from Forms
W-2, 1099, Sch. C, etc.
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Now select the clients you wish to pull forward and click <Import to Client Manager>.

NOTE: There are two Types of Import, be sure to indicate the type you wish to use.

m OLTProDesktop 2011 V1.0.0.0 = )
6 OLTPFI o Account ID : AFTAT29971RC F—
purespieliollibbed]  Customer Support 1-877-OLT4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT
Business Setup Mode: Direct Input
Letters
2011 Organizer Client Organizer
Blank Oroanizer TY 2010 Data Path CONLINE-TAXES\OLTPRODESKTOP2010\DATA [Change Path | | ImporttoOrganizer |
Report [T B et
New Clients
Returning Clients arer Preferences  Sort by |Primary First Name ¥ Al Z} rintpPreview & Print Organizer SelectAll  SelectAllPages  Clear Al
2010 Organizer B
. Include Preseason Letter
2010 Year Clients wing [1 to 11] of 11 Clients
— M | SN | ingSis | ProwedBy | Avsiabity Stne
35N - [¥] NEWYORK.TESTING 111-11-1111 single TESTING PREPARER Ready 1o Convert
o [¥] MISSOURI TESTING 222.22.2222 hoh TESTING PREPARER Ready 1o Convert
COLORADO TESTING 333.33.3333 single TESTING PREPARER Ready 1o Convart
[] GEORGIATESTING 44444 4442 joint TESTING PREPARER Ready to Convert
E [C] MICHIGAN.TESTING 555.55-5555 single TESTING PREPARER Ready to Convert
[[] MARYLAND.TESTING 338-88-3888 single TESTING PREPARER Ready 1o Convert
T ESIDENT TESTING 111.22.3333 single TESTING PREPARER Ready to Convert
e DUBUSEVEN,TESTING 955-00-1001 single TESTING PREPARER Ready to Convert
(@) Simple O g e
& Comprehensive [C] NEWJERSEY.TESTING TIITITINT single TESTING PREPARER Ready to Convert
= . 222334444 TESTING PREPARER Ready to Convert
=Simple Import: [ . 955.00-1001 TESTING PREPARER Ready 1o Convert

Wil not pull forward prior
year amounts or
calculation from Forms
W-2, 1089, Sch. C, etc.

=Comprehensive
Import:

‘Will pull forward prior
year amounts and
calculations from Forms
'W-2, 1089, Sch. C, etc

NOTE: You may also choose to leave the clients in the Client Organizer, then go to Client Manager > New Return and
enter the SSN. Now you will have the option to <Import> and select the Import Type.

r@ Client Return | P .|1

Basic Information Warning!

111-11-1111 already exists in prior year database. Click <IMPORT= to pull
forward prior year data.

- @ Simple () Comprehensive g




Business Returns
To import Business Returns, go to Business > Tools > Business Client Organizer.

Account ID : AFTAF29971RC Welcome TESTING
I d Customer Support 1-877-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT l

Individual Setup

Search By T¥ 2010 Data Path CONLINE-TAXES\OLTPRODESKTOP2010%DA Caleulator F 11205 - —

EIN/SSN - Batch Printing Returns

Value Select All Select All Pages Clear All
Showing [1to 1] of 1 Client

Show 3| o MNeme | SSWEN | RetumTye | PreparedBy | Availabilty Status

TESTING S CORP 125515151 11208 TESTING PREFPARER Ready to Convert




Now select the Return Type from the Drop-Down Menu. Then select the Business Returns to Import. Click <Import to

Client Manager>.

ﬁ W —— . W | = 52 |
OLTProDesktop 2011 V1.0.0.0 = J

OLT Account ID : AETAF29971RC
PRO Customer Support 1-877-OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE

O Fanss Protessionsl Softmare

Welcome TESTING
LOGOUT

Individual

Client Organizer

Search By TY 2010 Data Path CMONLINE-TAXES\OLTPRODESKTOPZ2010NDATA g 11208 . g
EINJ 55N -

Value Select All  Select All Pages Clear All
Showing [1 to 1] of 1 Client

e el |t | SSNEN | Reumiwe | Popasib | Aol S

[] TESTING 5 CORP 125515151 11205 TESTING PREFPARER Ready to Convent




Setting up the Appointment Scheduler
Under the <Setup> tab, select <Settings> then click <Scheduler>.

2 OLTProDesktop 2010 V1.0.0.5 =@

OLRR 0 Aceount ID : AETAE29971RC Weleome TESTING
burfomrtedbllbdobd]  Customer Support 1-877-OLT4-PRO (1-877-658-4776)  ACCOUNT CREATE LoGOUT

Individual Business Mode: Direct Input
Settings

Configuration Select Preparer Name  TESTING PREPARER -
Marketing
periods and days off
Coupon
User Delined Desciption | Dae |
— I - .

Work Hours
Letter Head

To:
Custom Letter °

o1 [

Select vacation day of every week

Select vacation date of every month

Select Date 08242011 [~

Select vacation date of every yaar

iR

Select Date 08242011 [E+

STEP 2 : Configure your scheduler

Applicable till 0824/2011 G+

STEP 3 : Scheduler View Setup

Default appointment time to minutes

Default scheduler times to 15 | minute increments

Setup your Work Days and set your Default Appointment and Default Scheduler Times, then click <Save Scheduler>

NOTE: Repeat steps for all preparers by selecting Preparer Name from the Select Preparer Name drop-down menu.

2 OLTProDesktop 2010 V1005 =l e ]
a Account ID ; AFTAT2997IRC ] 7 Welcome TESTING
e i Customer Support 1-877-OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE LOGOUT
Individual Business - Mode: Direct Input
TProparar  Firm  Pricing | Settings | EIN DataBase | Backup |

Scheduler Settings — Select Preparer Name | TESTING PREPARER -

STEP 1 : Manage your vacation periods and days off

P — = | bae | [—

Select date 082412011 [~

:

Vacation Period
From: To:

08/24/2011 [EHv o420 [Ev

Select vacation day of every waek

Select vacation date of every month

Select Date 0842011 [F~

Select vacation date of every year

I

Select Date. 082412011 [EF~

STEP 2 : Configure your scheduler
Applicable till 0842011 [F~
STEP 3 : Scheduler View Setup
- Default appeintment time to minutes
Dafault schaduler times to 15 | minute incramants




Custom Configuration

To update the Custom Configuration of your OLTPro Software, navigate to Setup > Settings > Configuration. There are
many customizable configurations available to set as default.

2 OLTProDesktop 2010 V1.0.0.5
OLT Account ID : AFTAF2997IRC
LAt Customer Support 1.577-0LL4-PRO (1677-658.4776)  ACCOUNT CREATE

Individual Business

o] o ]
Welcome TESTING
LOGOUT
Mode: Direct Input

Settings

expanded (collapsed) Locate Form window
<pandad (collapsed) Form Tras window
Work Hours o expanded (collapsed) Refund Meter vindow
Letter Head xpanded (collapsed) Instruction vindow
Custom Letter

ta expanded (collapsed) Return Preview vindow

= Intarviaw Input - Check (Unchack) to create / edit 2 return in interview scraen (Form Fill-in)

* Pull federsl wages to box 16 for state wages - Chack (Uncheck) to Auto Pull (Block Auto Pull) federal wages to box 16 for state wages

Configuration Setup

Select All Clear All
Locate Form [7] Defauit all Retums to 1040
Form Tree Use cument date as signature date
Refund Meter Show Fim Name

Instruction Include Detailed Invoice

Retum Preview Show Blank Invoice

Pull federal wages to box 16 for state wages No Invoice for Bank Product until Federal Accepted
[7] Round every money field to the nearest dollar

Double entry of SSN
[T Hide Client List
[] Auto Sawve Sert By Option

[T Interview Input
[7] Never Show Entry Mode Dialog

2] Exclude perform fez an Invoice

Block Excel export option Preparer Preferences

Default all Returns to 1040

Note
Check the below boxes to exclude the
following in view or print returns

[ Letter Heading
] Income Report
[] Federal Analyzer
[T Al Worksheets

To generate each return on a 1040, click <Default all Returns to 1040> the click <Save>.

24 OLTProDesktop 2010 V1005
@ Account ID : AFTAE2997IRC ) 7
beretmertelbolbbedl  Customer Support 1-877-OLT4-PRO (1-877-6884776)  ACCOUNT CREATE
Individual Business
"Preparer  Firm  Pricing | Settings W

[E=={Ecl )
Welcome TESTING
LOGOUT
Mode: Direct Input

Configuration

Basic Notes

* Locate Farm - Check (Uncheck) to expanded (collapsed) Locate Farm vindow

* Form Tree - Chack (Unchack) to expandad (collapsad) Form Trea window

* Refund Meter - Check (Uncheck) ta expanded (collapsed) Refund Meter window

* Instruction - Chack (Unchack) to expandad (collapsad) Instruction window

* Return Preview - Check (Uncheck) to expanded (collapsed) Return Preview vindaw

* Interview Input - Chack (Unchack) to create / adit a raturn in interview screen (Form Fill-in)

Configuration Setup

Select All Clear All

Locate Form — Defauit all Retums to 1040

Fom Tree Use cumert date as signature date
Show Fim Name

Refund Meter

Instruction Include Detailed Invoice

Retum Preview Show Blank Invoice

R eree mepem e B e errEs No Inveice for Bank Product unti Federal Accepted

[ Interview Input
[E] Never Show Entry Mode Dialog

[Z] Round every moneyfisld to the nearest dollar
Double entry of SSN
[7] Hide Client List

[] Exclude perfom fee on Invaice
[] Auto Save Sort By Option

Block Excel export option Preparer Preferences

* pull federal wages to bosx 16 for state wages - Check (Unchack) to Auto Pull (Block Auto Pull) federal wages to box 16 for state wages

Note :
Check the below boxes to exclude the
following in view or print returns

[] Letter Heading
] Income Report
] Federal Analyzer
[C] Al Workshests

—)
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Switching to Interview Input

To switch all Individual Returns to the Interview Input, check the box indicating <Interview Input> then click <Save>.

2 OLTProDesktop 2010 V1.0.0.5 ==
a OLE PN ccount D : AETAEZS9TIRC Welcome TESTING
pbmrtetolied|  Customer Support 1-877-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT
Individual Business

"Preparer  Firm  Pricing  Settings

Configuration

Mode: Direct Input

Basic Notes

* Locate Form - Checle (Uncheck) to expanded (collapsed) Locste Form vindow

* Form Tree - Check (Unchack) to expanded (collapsed) Form Tree window

* Refund Meter - Check (Uncheck) to expanded (collapsed) Refund Meter window

* Instruction - Check (Uncheck) to sxpanded (collspsed) Instruction vindow

* Raturn Praview - Chack (Uncheck) to expanded (collapsed) Raturn Praview window

* Interview Input - Check (Uncheck) to create / edit a return in interview screen (Form Fill-in)

* pull faderal wages to box 16 for stats wages - Check (Uncheck) to Auto Pull (Block Auto Pull) federsl vages to box 16 for state wages

Configuration Setup

Select All Clear All

Locate Form
Form Tree
Refund Meter

Instruction

Retum Preview

Pull federal wages to box 16 for state wages
[7] Round every mon

Double entry of S5N

[F] Hide Cliert List

[C] Auto Save Sort By Option

]
L

Default al Retums to 1040

Use curent date as signalure date

Show Fim Name

Include Detailed Invoice

Show Blank Invoice

No Inveice for Bank Product uriil Federal Accepted
Interview Input

Never Show Entry Mode Dialog

Bxclude per fom fes on Invoice

Block Excel export option Preparer Preferences

Note :
Check the below boxes to sxclude the
following in view or print returns

[T Letter Heading
[T Income Report
[T Federal Analyzer
[T] Al Warkshests

o) S
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EIN Database

To access the EIN Database, navigate to the Setup Tab, then EIN Database. Any EIN that is entered within the software

will automatically be added to the EIN Database.

m OLTProDesktop 2010 V1.0.0.5 E’

Account TD : AETAE299TIRC Welcome TESTING
@ OLTrro

Customer Support 1-877-OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE LOGOUT

Individual Busims* Mode: Direct Input
EIN DataBase

Edit EIN Database

ESA Employer's name, address, City, State and ZIP

Business Name | ¥

Employer Name
Value

Employer identification number

P Py Employer Address

City, State -

EIN Starts with Zip Code
o
1-20 Employers Summary Showing [ 1 to 4] of 4 Employer Details

Y -

2140 125551515 BANK CO ATLANTA
41.50 125555555 BUSINESS 12 STREET LOVELAND co 80538
51.60 125515151 EMPLOYER 12 STREET ATLANTA GA 30303
170 122222222 TESTCO 12 STREET SAINT JOSEPH Mo 64501
71-80
81-80
91-100

Note:

> To Edit EIN

Database please
click’ the record

To add a new EIN to the EIN Database, enter the Employer Information as requested, the click <Add>.

2 OLTProDeskiop 2010 V1.0.0.5 (==

a OLTB Account ID : AFTAEZ997IRC Weleome TESTING.
porefeertelbily Customer Support 1-877-OLT4+-PRO (L-§77-6584776)  ACCOUNT CREATE LOGOUT

Individual Business Mode: Direct Input
"Preparer Firm  Pricing  Settings | EIN DatsBase

Edit EIN Database

Search By

Employer's name, address, City, State and ZIP

Employer Name GENERIC COMPANY
Bl Eew e gl 51-d444411
Employer Address 12 STREET
City, State LOS ANGELES CA hd
EIN Starts with zZip Code 50001
01-10
11-20 Employers Summary Showing [ 1 to 4] of 4 Employer Details
31-40 125551515 BANK CO ATLANTA
41-50 125555555 BUSINESS 12 STREET LOVELAND
160 125515151 EMPLOYER 12 STREET ATLANTA
170 122222222 TESTCO 12 STREET SAINT JOSEPH
71-80
81-90
91-100
Note:
> To Edit EIN
Database please
dlick' the record
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To edit an EIN in the EIN Database, use the links to the left to find the EIN. Click on the specific Employer. Edit the EIN in
the field above and click <Save>.

2 OLTProDesktop 2010 V1.0.0.5 =
6 OLTPR o Account ID ; AFTAF2997IRC Welcome TESTING
orfomrtdbolibebed]  Cuustomer Support 1-677-OLT-4-PRO (1-877-653J76)  ACCOUNT CREATE LOGOUT
Individual Business

Mode: Direct Input
“Preparer Firm  Pricing  Settings | EIli DataBase

Edit EIN Database

Employer's name, address, City, State and

Employer Name

EMPLOYER

Employer identification numbar 12-5515151

Employer Addrass 12 STREET

City, State ATLANTA ca &
Zip Code 30303

1-20 Employers Summary Showing [ 1 to 4] of 4 Employer Details

2 =

31-40 125551515 ATLANTA GA 30303
125555555 BUSINESS 12 STREET LOVELAND Cco 80538
125515151 EMPLOYER 12 STREET ATLANTA GA 30303
122222222 TESTCO 12 STREET SAINT JOSEPH MO 64501

Note:

> To Edit EIN
Datsbase please
click' the record
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Chapter Three: Network Installation Guide
NOTE: The Server Computer should already have OLTPro Professional Tax Software INSTALLED and SET-UP as a Stand-

Alone Computer before beginning the installation on the workstation(s).

NOTE: The first two steps should be completed BEFORE installation begins on the workstations.

Determining Server Computer Name
If the <Computer Name> of the SERVER COMPUTER is unknown, click the <Start Button> and open the <Control Panel>

on the SERVER COMPUTER.

[OF Microsoft Outiook 2010 |
[ )

% Trillian »

[j justin
x; Microsoft Excel 2010 »

Documents
W HUD 3.0

WU Microsoft word 2010 »

Pictures

M

@ Morilla Firefox »
Computer
e Google Chrol
Control Panel
5
OLTProDesktop2010
o

{e Intemet Explorer (64-bit) Debsiit Prigratia
m Snagit 10 Help and Support

o)
OLTProDesktop2010Demo
o]

% Snipping Tool

o Calculator

[ osMgmtreol

> All Programs

[ Search programs and fites o] NErECT

Devices and Printers

7 CIFIEERCIE

Click <System> then find the Computer Name.

NOTE: The Computer Name should be wrote down and saved for later.

Full computer name:
Computer description:
Workgroup:

Seealso
‘Windows activation
Action Center
Windows is activated
Windows Update

Performance Information and
Tools

OLTLPT_20110614

WORKGROUP

Product ID: 00371-0EM-8992671-00014

Learn more online...

===l
—
@thﬂg + Control Panel » System and Security b System « | #| [ search Control Panei Pl
Manufacturer: Sony Flectranics Inc. -
Control Panel Home Y SONY
Model: VAIO® Computer
B Device Manager Rating: {35 vindows Experience Index
) Remote settings Processor: Intel(R) Core(TM) 3 CPU M 380 @ 2.53GHz 253
@) System protection GHz
® Advanced system settings Installed memory (RAM]: .00 GB (3.67 GB usable)
System type: 64-bit Operating System
Pen and Touch: No Pen ar Touch Input is svailable for this Display
Sony Electronics Inc. suppert
Phone number: 1-888-45ONYPC
Support hours: 24 hours, 7 days support
Website: Online suppert
Computer name, domsin, and workgroup settings
Computer name: OLTLPT 20110614 i Change settings

m
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Sharing Server Directories

From the SERVER COMPUTER, navigate to the following location:

‘C:\Online-Taxes\OLTPRODesktop2011’

@vvl | « Local Disk () + Online-Taxes » OLTPRODeskiop2010 » - [ ][ sean
Organize »  Includeinlibrary ~  Sharewith »  Bum  New folder
Narme ’ Date modificd Type

0 Favorites

Bl Desktop J backup data 3/1/201110:21 AM  File felder
& Downloads J data 8/25/2011 4:26 PM File folder
i Recent Places J documents 8/24/2011 3:33 PM File folder
J downloads 8/23/2011 2:35PM  File folder
4 Libraries | Exception 8/23/2011 2:34 PM File folder
@ Documents. ) fag 8/23/2011 2:38 PM File folder
& Music | images File folder
[ Pictures J Instructions File folder
BF videos J OLTClasslibraries File falder
. original File folder
% Homegroup J QYTFN 8/23/2011 2:46 PM File falder
/ QYTRN 8/23/2011 2:46 PM File felder
| Computer | references /2011 2:52 PM File falder
3_? Local Disk (C:) J Reserved /2011 9:35 AM  File folder
&% DVD RW Drive (E:) O . Resources 8/23/2011 2:35 PM File folder
/ Returns 8/25/201111:26 AM  File felder
€ Network . signpad 8/23/2011235PM  File folder
| Temp 8/23/2011 2:56 PM File folder
J Tools 8/23/2011 2:35PM  File folder

[ RO S A AnAE AnEn LA 1o

53 items
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To share a directory, right-click on the folder and select properties. Click the tab Sharing > Advanced Sharing > check
the box <Share this folder> > Permissions.

() =[Jl < LocalDik (C) » Online-Tores » OLTPRODesktop20l0 » luthorities
Organize + (5§ Open  Includeinlibrary » _ Sharewith v Bumn _ New folder - Bl @
—_— Mame | backup data Properties == —
/¢ Favorites — )
Advanced Sharin ==
B e Sharing | Secuty | Previous Versions | Customize | 2
B Downloads data Network Fle and Folder Sharing [ share tis foicer
] Recent Places documents R Settings
downloads '.‘ Not Shared T
= Libraries Exception Network Pth backup data
= Documents faq Not Shared add B
A emove
& Music images
h
B videos OLTClassLibrar Advanced Sharing Comments:
criginal Set custom permissions, create multiple shares, and set other
& Homegroup T advanced sharing options
) Advanced Shaing...
LY
&L Local Disk (C3) Reserved Password Protection
&% DVD RW Drive (E:) O Resources People must have a user account and password for this
Returns computerto access shared folders. (o J[ conced [ aoov |
G Network signpad To change this setting, uss the Network and Sharing Certer
Temp
Tools
[ WV TP S awn S
] backup data Date modified: 3/1/201 Cancel Apply
H Cilm Emlodme

Last, click Full Control > Allow. Click <OK> to finish sharing this directory.

|+ Permissions for backup data @I

Share Pemissions

GI'DUD Qr user names:

f2 Everyone
[ Add ] [ Remave ]
Permissions for Everyone _ Alow Deny
Full Corttrol =
Change |
Read 0

Leam about access control and permissions

) K [ Cacd [ Ay |

NOTE: This must be done for all six directories listed below.

Data
Images

Backup Data

Documents
Signpad

Downloads



Running the ‘Server’ Computer Software

Before setting up your ‘Workstation’ computers, ensure that your server computer is set as Stand Alone Computer.
Then click ‘Generate Server Configuration’ to initialize the software for Network Installation.
Click <Save Configuration> and finish the server setup.

Product Configuration | 2

Product Configuration

This setup option determines where the application accesses and stores the data files.
The Configuration area is used to tell the application what kind of setup the computer is running. There is an option for every scenario.
Choose the appropriate configuration sefting based on the installation method used to install the application.

These settings should not be changed during the season.
Select your product

@ Stand alone Computer (no Netwark) —Generate Server Configuration Get Server Configuration
Choose this option ifthe software was installed to the hard drive of this computer, and this computer is not on a network.
) Metwork Software

Choose this option ifthis computers access data files are stored on another computer. This option enables the Indicated Server
Drive Letter for Sharing Data Files selection. Select the drive letter of the computer storing the shared data files.

In Metwork software, Data, Images, Backup Data, Decuments, Signpad and Downloads folders in the Server machine need to be
shared manually with all File permissions (Read, Write, Delete)

The data folder path must not be @ mapped path. It should contain full machine name e.g { Wmachine namel.)
Enter the Server Name SERVERCOMPUTERMNAME
Select the DATA folder in the networ \i192.168.0.13\DATA

SEE iR e T V4192.168.0.1\IMAGES

elect the BACKUP DATA folder in the networ W\192.168.0.1\BACKUP DATA

Tl i s meeT V\192.168.0.1\DOCUMENTS

Select the SIGNPAD folder in the networ W\ 1592.168.0.14SIGNPAD

JHH

Select the DOWNLOADS folder in the networ '\\152.168.0.1\DOWNLOADS

[[] Check here for multiple instances (For Citrix Server Only)

[C1 Check here if you have Dialup Connection

— [ctose |




Work Station Installation

Now, install OLTPro on each workstation. After launching software, go to Product Configuration screen.

Click ‘Get Server Configuration’.

2l OLTProDesktop 2011 V1.0.0.0 =] @ |=]
STEP 1: Select your Mode of Configuration
Select your product configuration type from the two options given below.
Note :

* Make sure to have a LAM connection if you opt for the "Metwork Software” mode.

Product Configuration

This setup option determines where the application accesses and stores the data files.

The Configuration area is used to tell the application what kind of setup the computer is running. There is an option for every scenario.
Choose the appropriate configuration setting based on the installation method used to install the application

These settings should not be changed during the season

Select your product

) Stand alone Computer (no Network) Get Server Configuration

Choose this option if the sofiware was installed to the hard drive of this computer, and this computer is not on a network.
Metwark Software

Choose this option ifthis computer's access data files are stored on another computer. This option enables the Indicated Server
Drive Letter for Sharing Data Files selection. Select the drive letter of the computer storing the shared data files.

In Network software, Data, Images, Backup Data, Documents, Signpad and Downloads folders in the Server machine need to be
shared manually with all File permissions (Read, Write, Delete)

The data folder path must not be a mapped path. It should contain full machine name e g ( Wmachine namei.)

Enter the Server Name

Select the DATA folder in the network

Select the IMAGES felder in the network
Select the BACKUP DATA folder in the network
Select the DOCUMENTS folder in the network

Select the SIGNPAD folder in the network

[T
[ErowseT]
[Browse]
[Browse]

Select the DOWNLOADS folder in the network

[F] check here for multiple instances (For Citrix Server Only)

[T check here if you have Dialup Connection

Enter requested information and click <Ok>.

Jfj Product Configuration [z ]

Product Configuration

This setup option determines where the application accesses and stores the data files.

The Configuration area is used to tell the application what kind of setup the computer is running. There is an optien for every scenario.
Choose the appropriate configuration setting based on the installation method used to install the application

These settings should not be changed during the season

Select your product

! Stand alone Computer (no Netwark) Get Server Configuration
Choose this option if the software was installed to the hard drive of this computer, and this computer is not on a network
Network Software
Choose this option if this compt n enables the Indicated Server
Drive Letter for Sharing Data File red data files
In Network software, Data, Imag: the Server machine need to be
shared manually with all File pef Enter Server Name SERVER NAME
The data folder path mustnot be  Sarver User Name....... USER NAME ine name\.}
Enter the Server Name Server Password....... [FrreTEr

Select the DATA folder in §
Select the IMAGES folder i

Select the BACKUP DATA

Select the DOCUMENTS fol

Select the SIGNPAD folder in the network \1152.168.0.1\SIGHPAD

Select the DOWNLOADS folder in the network \4152.168.0.1\DOWNLOADS

[F] Check here for multiple instances (For Citrix Server Only)

[ check here if you have Dialup Connection




If entered correctly, the required paths will auto-fill.

Product Configuration \

Product Configuration

This setup option determines where the application accesses and stores the data files

The Configuration area is used to tell the application what kind of setup the computer is running. There is an option for every scenario.
Choose the appropriate configuration setting based on the installation method used to install the application.

These settings should not be changed during the season

Select your product

Stand alone Computer (no Network) Get Server Configuration

Choose this option if the software was installed to the hard drive of this computer, and this computer is not on a network
Network Software

Choose this option ifthis computer's access data files are stored on another computer. This option enables the Indicated Server
Drive Letter for Sharing Data Files selection. Select the drive letter of the computer storing the shared data files

In Network software, Data, Images, Backup Data, Documents, Signpad and Downloads folders in the Server machine need to be
shared manually with all File permissions (Read, VWrite, Delete)

The data folder path must not be 3 mapped path. It should contain full machine name e.g ( Wmachine namel )

Enter the Server Name SERVERCOMPUTERNAME
Select the DATA folder in the network \\152.168.0.1\DATA ["Browse |
Select the IMAGES folder in the network 1152.168.0.1\IMAGES

Select the BACKUP DATA folder in the network "\192.168.0.1\BACKUP DATA

Select the DOCUMENTS folder in the network 11192.168.0. 1\DOCUMENTS
Select the SIGNPAD folder in the network M\192.168.0.1\SIGNFAD
Select the DOWNLOADS folder in the network (14192.168.0.1\DOWNLOADS

[[] Check here for multiple instances (For Citrix Server Only)

[[] check here if you have Dialup Connection
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Alternative Networking Option 1

Now, install OLTPro on each workstation. After launching software, go to Product Configuration screen.

2 0L TProDesktop 2011 V1.0.0.0

Jr= =]
STEP 1: Select your Mode of Configuration

Select your product configuration type from the two options given below.

Note :

* Make sure to have a LAM connection if you opt for the "Metwork Software” mode.
Product Configuration
This setup option determines where the application accesses and stores the data files.
The Configuration area is used to tell the application what kind of setup the computer is running. There is an option for every scenario.
Choose the appropriate configuration setting based on the installation method used to install the application
These settings should not be changed during the season
Select your product

) Stand alone Computer (no Netwark) Get Server Configuration

Choose this option if the sofiware was installed to the hard drive of this computer, and this computer is not on a network.
@ Metwork Software

Choose this option ifthis computer's access data files are stored on another computer. This option enables the Indicated Server
Drive Letter for Sharing Data Files selection. Select the drive letter of the computer storing the shared data files.

In Network software, Data, Images, Backup Data, Documents, Signpad and Downloads folders in the Server machine need to be
shared manually with all File permissions (Read, Write, Delete)

The data folder path must not be a mapped path. It should contain full machine name e g ( Wmachine namei.)
Enter the Server Name
Select the DATA folder in the network
Select the IMAGES folder in the network
Select the BACKUP DATA folder in the network
Select the DOCUMENTS folder in the network

Select the SIGNPAD folder in the network

Select the DOWNLOADS folder in the network

[F] check here for multiple instances (For Citrix Server Only)

[T check here if you have Dialup Connection

Use the following path \\YOURCOMPUTERNAME\ then complete the requested folder name. Once completed, click
<Save Configuration>.

ﬁ OLTProDesktop 2011 V1.0.0.0
STEP 1: Select your Mode of Configuration

Select your product configuration type from the two options given below.
Note :

* Make sure to have a LAN connection if you opt for the "Network Software™ mode.

Product Configuration

This setup option determines where the application accesses and stores the data files

The Configuration area is used to tell the application what kind of setup the computer is running. There is an option for every scenario
Choose the appropriate configuration setting based on the installation method used to install the application

These settings should not be changed during the season.

Select your product

) 8tand alone Computer (no Network) Get Server Confiquration
Choose this option if the software was installed to the hard drive of this computer, and this computer is not on a network.
@ Network Software

Choose this option if this computer's access data files are stored on another computer. This option enables the Indicated Server
Drive Letter for Sharing Data Files selection. Select the drive lefter of the computer storing the shared data files

In Metwork software, Data, Images, Backup Data, Documents, Signpad and Downloads folders in the Server machine need to be
shared manually with all File permissions (Read, Write, Delete)

The data folder path must not be a mapped path. It should contain full maching name &.g (imaching name..)

Enter the Server Name SERVERCOMPUTERNAME

Select the DATA folder in the network WSERVERCOMPUTER\DATA @
Selact the IMAGES folder in the network \\SERVERCOMPUTER\IMAGES [TBrowse |
Select the BACKUP DATA folder in the network ~ \\SERVERCOMPUTER\BACKUP DATA [TBrowse |
Select the DOCUMENTS folder in the network \|SERVER COMPUTER\DOCUMENTS [TBrowse |
Select the SIGNPAD folder in the network \\SERVER COMPUTER\SIGNPAD ["Browse |
Select the DOWNLOADS folder in the network ~ \\SERVERCOMPUTER\DOWNLOADS [TBrowse'|

[F] Check here for multiple instances (For Citrix Server Only)

[C] check here if you have Dialup Connection

—

NOTE: You must complete this step for each computer that will be attached to the network.




Alternative Networking Option 2

Rather than use the SERVER COMPUTER NAME, the IP ADDRESS of the SERVER COMPUTER can be used as well.

NOTE: Click <Save Configuration> when complete.

NOTE: Replace \\192.168.0.1\ with the IP Address of your SERVER COMPUTER.

2l OLTProDesktop 2011 V1.0.0.0 (== |[=]
STEP 1 : Select your Mode of Configuration
Select your product configuration type from the two options given below.
Note :
* Make sure to have a LAN connection if you opt for the "Network Software” mode.
Product Configuration
This setup option determines where the application accesses and stores the data files
The Configuration area is used to tell the application what kind of setup the computer is running. There is an option for every scenario.
Choose the appropriate configuration setting based on the installation method used to install the application.
These settings should not be changed during the season.
Select your product
7 Stand alone Computer (no Network) Get Server Configuration

Choose this option ifthe software was installed to the hard drive of this computer, and this computer is not on a network.
@ Metwork Software

Choose this option ifthis computer's access data files are stored on another computer. This option enables the Indicated Server
Drive Letter for Sharing Data Files selection. Select the drive letter of the computer storing the shared data files.

In Metwork software, Data, Images, Backup Data, Documents, Signpad and Downloads folders in the Server machine need to be
shared manually with all File permissions (Read, Write, Delete)

The data folder path must not be a mapped path. It should contain full machine name e.g (Wmachine name\.)

Enter the Server Name SERVERCOMPUTERNAME

Select the DATA folder in the network \1192.168.0.1\DATA ["Browse |
Select the IMAGES folder in the network \\192.168.0.1\IMAGES g
Select the BACKUP DATA folder in the network ~ \\192.168.0.1\BACKUP DATA ["Browse |
Select the DOCUMENTS folder in the network ~ \192.168.0.1\DOCUMENTS ["Browse |
Select the SIGNPAD folder in the network W\192.168.0.1\SIGNPAD ["Browse |
Select the DOWNLOADS falder in the network \\192.168.0.1\DOWNLOADS ["Browse |

[C1 Check here for multiple instances (For Citrix Server Only)

[l check here if you have Dialup Connection

) [

NOTE: You must complete this step for each computer that will be attached to the network.
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Chapter Four: Preparing a Tax Return

Creating a New 1040 Return

To create a new return, simply click <Client Manager> and click the option <New Return>.

24 OLTProDesktop 2010 V1.00.5 ==
a oL"PRO Account ID : AFTAF2997IRC Welcome TESTING
borfomedblioboed|  Customer Suppart 1-877-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT

Mode: Direct Input

Manage My Returns
son Paper Filed List b Edited Date and Time v Al Z) select Preparer Name — SELECT ALL PREPARERS — | ¥
Value Amended List of Accepted Clients
[Showai| Unpaid Invoices 333333333 5703333333 TESTING PREPARER

Complete List 222222222 1515515151 MISSOURIEOLTPRO... TESTING PREPARER

11111111 2122121212 APPLE@OLTPRO.COM TESTING PREPARER

[[] Hide Cliertt List | Incomplete List
Notes Paid Client List

> To manage a
return please
‘Double click’ the
return

= *** Indicates
Protected Clients

> (*) Indicates
nate

> Clients Hidden -
Click the "Show All"
button or use the
Search filter to list
the respective
return.

Creating 1040/1040-SS/1040X/1040NR Returns
You then have the option to select what type of return you wish to create.

NOTE: Double-entry of the Social Security Number is required.

ﬂ Client Return @

Start A New Return

Sqlal Security Number | I [ Apply W-7

gl Enter Your Social Security Number
the Return Type

@ FORM 1040/ 10404 /1040EZ - U.S. Individual Income Tax Return
) FORM 1040-55- U.S. Self-Employment Tax Return

) FORM1040x - Amended U.S. Individual Income Tax Return

) FORM1040NR- UU.5. MonresidentAlien Income Tax Return

NOtE : « FORM 1040-55 Tax Return including the Additional Child Tax
Credit for Bona Fide Residents of Puerto Rico.
* FORM 4868 Federal Extension available on Filing status Interview
Section (You can not file extension for 1040 X or 1040 55)
Select Preparer Name TESTING PREPARER =
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Creating a New Business / Corporate Return
To create a Business / Corporate Return, click on the <Business> Tab then select which type of return to create.

2 OLTProDeskiop 2011 V1.0.0.0 [E=R|ECR|

o LTPR 0 Account ID : TTHGI4962RW Weleome JUSTIN
bovsfemrlolblidebedl  Customer Support 1-877-OLT-4-PRO (1-877-658-4776) LOGOUT

Individual

Manage My Return

5 Preparer Preferences ~ Sortby | C Comorate Name S Al Z] sclectPreparerName | — SELECT ALL PREPARERS — =
Value Showing [1 to 1] of 1 Client

_ CCowomieMeme | EN ____ Phoeo | ProporedB
BASIC CORP 12-3123123 1225542123 JUSTIN WRIGHT
[] Hide Client List

> To manzage a
return please
‘Double click’ the
return

> **% Indicates
Protected Clients

> (*) Indicates
note

= Clients Hidden -
Click the "Show All"
button or use the
Search filter to list
the respective
return.

Enter the EIN, then click <Create New Return>.

2 Client Return
Start A New Return

Employer Identification Number — FEESSEREH

® FORM11205-U.5. Gorporation Income Tax Return
@) FORM11205-Amended U.S. Corporation Incame Tax Return

Select Preparer Name TESTING PREPARER -

— (e |




Adding Personal Information

Once the return has been selected, you will be prompted to enter all Personal Information.

m TY 2011 Client Return - 876-76-5654 - CALIFORNIA, TESTING o || & )=
[ - W Ex 3 v
it 2 o 'a MW # B2 E
Complete | Change Query | Rejected SignPad | Assets Credits Overrides MFVMFS | oMDocs Library Backup Marksting Search Help CSR Close
Locate: ) =
= a “ .’ ll’ First Name |:|
g . ol =
E S P AT Enter the first name of the primary
Dependent Info |_| Primary Taxpayer Information taxpayer.
1040 Page 1 First Name Initial Last Name Suffix Initial
" nitial
1040 Page 2 {TESTING i {caUFoRNIA it ]
1040 MR Page 1 SSN or ITIN Enter the middle initial of the primary
N - 1040 NR Page 2 - taxpayer.
1040 NR Page 3(Sch &) Date of Birth (MM-DD-YYYY) [
1040 NR Page 4 O | TESTING Last Name

1040 NR Page 5
1040 MR Payments

]

Theft Identification Pin (NOT MANDATORY). Enter the last name of the primary

104085 { Note - This pin is different from your self select pin. ) taxpayer.
104055 Other Income
104088 [” Disabled [7] Blind  [”] Deceased [ Student Suffix
. 1045 [[J us. Armed Forces [ surviving Spouse [ Presidential Campaign Entar the last name suffix of the primary
FEC Claiming Exemption taxpayer.
w2 For example: JR, SR, II, lll.
W2G
WaeU Filing Statu iMarried Filing Jointly - || Identification Number (SSN)
af n | k Spouse Information An incorrect or missing SSM can increase -
a First Name Initial  Last Name Suffix
Federal Tax Summary : y e Federal Forms |2
| WIFE H || CALFORNIA @a
Total Income: 50 o Form 1040E7
Adjustments S0 SSN or ITIN... {765-76-3765
Total AGI <0 Income Report Summai
Deduction 511,600 Date of Birth (MM-DD-YYYY).
Taxable Income 30 .
Total Tax s0 Gocupatog
Tax Credits $0 [Tl Disabled [ Blind  [] Deceased [ Student | =}
NetTax 50 . .
= so [C] Us. Armed Forcss [C] Surviving Spouse [7] Presidential Campaign
Total Payments. s0 Claiming Exemption

I 50 I [] Check here ifforsign Address (State and Country) -

Name : CALIFORNIA, TI SSN :876-76-5654 Mode : Direct Input

Adding Additional Forms

To add any additional forms, use the Forms Tree from the left column and select the form you would like to add. You
can also add forms from the links within the 1040 Screens.

T Client Return - 876-76-5654 - CALIFORNIA, TESTING = e =
o - — == >
o e I i 2 o = M # 2B
Complete | Change Query | Rejecied SignPad | Assets Credits Overides MFYMES | oMDocs Library Backup Merketing Search Help CSR Close
Locate: ) -
e N = J [ X = K+ I ] Wages, Salaries, Tips, etc. - (Line (=)
ANl | By Section | Filed Forms | ~l 7
Form 1040 - Page 1 =

- Personal Info
Dependent Info
1040 Page 1

THES

Income Enter the total of your wages,
salaries, tips, etc_ If a joint return,

P Federal

LY ages. salaries, tips, etc Al Related Foms also include your spouse's incoms
= ‘age
8a Taxable interest Schedue B 10991nt 1039010 10395F For most people, the amount to
1040 NR Page 1 enter on this line should be shown in
1040 NR Page 2 b Taxexempt inerest

box 1 of their Form{s) W-2. But the
following types of income must also
be included in the total on line 7.

~ 1040 NR Page 3(Sch A)
- 1040 NR Page 4

92 Ordinary dividand:

1040 NR Page 5 b Qualfied dividend:
1040 NR Payments 10 Taxable refunds, credits or offsets of state and local income t Taa@ble Refunds £ * Wages received as a
-~ 104088 1 Almony received Alimony Recsived household employee for which

you did not receive a Form W-
2 because your employer paid

104088 Other Income
1040ES 12 Busness income or (oss). Schedule C
1045 )

13 Capital gain or Schedue D you less than §1,700 in 2009.

FEC Also, enter "HSH" and the

- we 14 Other gains or (osses). Form 4797 amount not reported on Form
WG 153 IRA distributions H b Taxable amount 1039 R W-2 on the dotted line next to

- . line 7.
- W2GU - || 18a Pensions and annutties. $i b Taable amount 1085 R « Tipincome you did not report
<[ i ] v 17 Rental real estate, royalties, parnerships, § trusts, etc__ Schedule E Page 1 4 to your employer. Alsa

Federal Tax Summary (@ 18 Famincome or oss). Schedule F Federal Forms

Total Income S0 19 Uy 1099G Form 1040EZ

Adjustments $0 . ) -

Tetal AGI p 20a Social securty benefs........... b Taxable amourt.... SSA 1099 \ncome Report Summa

Deduction 511,600 21 Ctherincome Al Related Foms

Taxable Income $0

Total Tax 0 22 Total income

Tax Credits 30 Adjusted Gross Income

Net Tax $0

— so 23 Educstor expense: Educator Bpenses §

Total Payments s0 24 Certain business expenses of reservists, performing artists, and $

feebasis afficial Fom 2106
I 30 I 25 Health savings account deduction............ . Form8889 ${ -

Name : CALIFORNIA, TESTING 55N :876-76-5654 Mode : Direct Input




Understanding the Direct Input Layout

When using the Direct Input option, you will notice that any forms generated will be located in the lower right corner,
all Instructions for the specific return will show in the right-hand column and a Refund Meter in the lower left corner.

The Forms Tree has all available forms to the left.

ﬂ Client Return - 876-76-5654 - CALIFORNIA, TESTING

[ = I |

) i (i} = |
Complete  Change Query  FRejected SignPad | Assets Credits Overrides MFYMFS | omDoes Library Backup Marketing

Search Help CSR Close

Locate:

gava

All | By Section | Filed Forms | || schedule € Summary

®
ﬁ Reportable To
& | -~ Eamedincome Credit i Principal Business Product | Gross Sales | Total Expenses | Net Profit/ Loss
~.Educator Expenses 1040 Page 1
y ESTING CALIFORN.. TAX BREP, TAX PRED £0.00 £0.00 £0.00
Estimated Payments Fom 8582
Health Insurance wksh
~ Winister Tax Free Income Minister Tax Free
I Income
! .. Insolvency Worksheet |;|
IRA Deduction b
Puerto Rico wksh
- Other Adjustments
Other Income Total Amounts.....oueer $0.00 $0.00 $0.00
- Preparer Notes

- Qualified Tuition Program
Sale of Main Home

Whase Income... [F] Force to Long For (Scheduls C)
SEP SIMPLE worksheet
...Schedule A A Principal Business........... Product or Senvice..............
Schedule B 7] Check here, if your principal business ar profession is "NOTARY PUBLIC"
Schedule C(CEZ ~|| B BusinessCode Pick From List
| n, 3

7] Check here  you conducted business in 2 name other than your name

Federal Tax Summary (@)

2]

Business Name.

Employer 1D Number (EIN)

e (D 30 7] Check here f your business address i diferent than your home address — - Form 1040
Adjustments 50

Business or Professional Activity-
“1| (Line A)

Describe the business or
professional activity that provided
your principal source of income
reported on line 1. If you owned more
than one business, you must
complete a separate Schedule C for
each business. Give the general field
or activity and the type of product or
senvice. If your general field or
activity is wholesale or retail trade, or
senvices connected with production
senvices (mining, construction, or
manufacturing), also give the type of
customer or client. For example,
wholesale sale of hardware to
retailers or appraisal of real estate for
lending institutions.

m

Employer Identification Number
(EIN) - {Line D)

Total AGI 50 E  Business Address . Income Report Summal
Deduction 511,600 Business City State
Taxable Income 50 Zp Code
Total Tax s0
Tax Credils 50 F  Accounting Method... @ Cash (7 Accrual () Other(specify)
Net Tax s$0 _ -
= 0 G Materily Participate in 2011 @Yes DlNo
Total Payments. s0 H [] Check here, If you started or acquired this business during 2011
ﬂdm you make any paymerts in 2011 that would requirs you to fle Forn(s) 10397
Name : CALIFORNIA, TESTING SSN :B76-76-5654

Mode : Direct Input

NOTE: If you do not have these sections, please see <Understanding the Direct Input Layout>.
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Additional Features — Direct Input

T Clart B 05059554 < CALNORGEA, TESTRNG R

B 4 2 2 o s W N B2
el Amets Credts Overndes MEIANFS  0MDoo Loy Backup Masietong Search Help CR Cione

Totut Eapanaas St Peptn [ Lows

$5.00 0.0 so.00
PR RN e

SerCes (g com LS
manciaitanng) slse gwe e type of
Customar or chent For axample
Safe o Man Horte Sae w0 B Whooe ncome w Force o Lorg Fom (Schedue O wholessle e of hasdware 10
retaders o sppraasl of real entate b

Schedde A A Feops Baran Tan pr Pt o Serven. TA mgs lendeg nitttons
Scheave B Crack here, € your pancioed Susness o professon & “NOTARY FusuC Sordl Nernd
L .-'un-cu- fchfnein f“,,'ﬂ',,,m i
Drack haw £ you conducied Dusress 11 3 fane Sher S your fene *J
e - | C v Name TESTIVE Cascans o Engtayw O homow B2 ok fom 8
Totel ceme e Drarin bevw € s aress o o 0wt Par s hee sbemt Fom 3340
oA :; € Duaress Addwes 133 STeant Vo Regorl Sammdcr
Deducnon 1000 Duaress Cry e ST MM wo =
Toatie eeme " Jo Cade 4391
Totw Tae L 5
Tax Cracen L] T Accoutrg Metos . @ Cak Accrad Oterspecdy)
oot T "
< 8 & Maealy Potopete » 2011 @Yo e
Tty Peyvects L & ™ Drech have 1 yin Eatnd o s0Bond P larem g 2011
—“h ' Chack hare, 3 you mtn ary capmerts 1 2011 hat woukd ecues you 3 e Fom) 2959 :
- e | CALIIORNA, TISTING sn are e sase Mode : Dwect Japet E
1. Change Preparer
2. Search another SSN to switch to that return.
3. Asset Manager / Depreciation Summary
4. Credits Summary
5. Override Summary
6. MFJv. MFS Comparison Chart
7. Forms Library
8. Search FAQ’s
9. Help

10. Customer Service Contact



Customizing the Direct Input Layout
Click on the Manage Panels button in the upper right corner to open each of the above listed options. By unselecting a

box, that respective Panel will not show. Each Panel can also be expanded or compressed by resizing the Panel.

m Client Return - 876-76-5654 - CALIFORNIA, TESTING

[
@ w
Complete | Change Query = Rejected

- I —

e - [
SignPad | Assets Credits Overrides MFWMFS | oMbocs Library Backup Marketing

=)
n 2|

Search Help CSR Close

Locate:

ANl | By Section | Filed Forms |

- Eamed Income Credit -
Educator Expenses
Estimated Payments

- Health Insurance wksh

. Minister Tax Free Income
Insolvency Worksheet
IRA Deduction

- Puerto Rico wksh
Other Adjustments
Other Income

- Payments

.. Preparer Notes
‘Qualified Tuition Program
Sale of Main Home

- BEP SIMPLE worksheet
Schedule A
Schedule B
Schedule C

< i ] v

EET. Federal

(T}

Federal Tax summary (@

Total Income s0
Adjustments s0
Total AGI 50
Deduction 51,600
Taxable Income: 50
Total Tax $0
Tax Credits s0
Net Tax 50
EiC $0
Total Payments. 50
S0

gava

Schedule € Summary

Principal Business Product Total Expenses | Net Profit/ Loss

TESTING CALIFORN.. TAX PREP, TAX PREP $0.00 $0.00 $0.00

Locate Form Instruction
Fom Tree Retum Preview
Whose Income. Refund Meter

A Principal Business [
7] Check here, f your principal business or profession is [Gnea] [soT]

B Business Cods
7] Check here f you conducted business in 2 name other than your name

€ Business Name D Employer D Number (EIN
[7] Check here  your business address is diferent than your home address

E  Business Address {123 sTReeT i
Business Ciy. State..
Zp Code

F Aocourting Method... @ Cash () Accrual () Other(specify)]

G Materially Patticipate in 2017, ....oooooooveereenrre e @Yes (No
H  [] Check hers, i you started o acquired this business during 2011
I [T Check here, did you make any payments in 2011 that would require you to fie Fom(s) 10397

Reportable To
1040 Page 1
Form 8582

Minister Tax Free
Income

n

Business or Professional Activity-
(Line A)

Describe the business or
professional activity that provided
your principal source of income
reported on line 1. f you owned more
than one business, you must
complete a separate Schedule C for
each business. Give the general field
or activity and the type of product or
senvice. If your general field or
activity is wholesale or retail trade, or
senices connected with production
senvices (mining, construction, or
manufacturing), also give the type of
customer or client. For example,
wholesale sale of hardware to
retailers or appraisal of real estate for
lending institutions

Employer Identification Number
(EIN) - (Line D)

Form 1040

Income Report Summal

Name : CALIFORNIA, TESTING

55N :876-76-5654

Mode : Direct Input
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Work Pad
The Work Pad allows for itemization of a specific field that is auto-calculated by the software. The Work Pad will display
with the Federal Forms when ready to print.

NOTE: Double-click on the Work Pad icon to open the Work Pad Screen.

m Client Return - 876-76-5654 - CALIFORNIA, TESTING

[
o w &
Complete | Change Query

Federal

Rejected SignPad | Assets Credits Overrides MFJ/MFS

DM Docs Library Backup Marketing

=)
s H2E

Search Help CSR Close

Locate:

All | By Section | Filed Forms

- Eamed Income Credit -
Educator Expenses
Estimated Payments
- Health Insurance wksh
..Minister Tax Free Income
Insolvency Worksheet | |
IRA Deduction b
- Puerto Rico wksh
Other Adjustments
Other Income
- Payments
.. Preparer Notes
‘Qualified Tuition Program
Sale of Main Home
- BEP SIMPLE worksheet
Schedule A
Schedule B
Schedule C

< i ] v

Federal Tax summary (@

Total Income 52750
Adjustments 5194
Total AGI 5255
Deduction 51,600
Taxable Income: 50
Total Tax $0
Tax Credits s0
Net Tax 5338
EiC (0) 5197
Total Payments. 5197

Amount You Ow
[

gava

Hal

Advertising - (Line 8) -

Total Gross Receipts/Sales

2 Retums and allowan:

2l schedule C

&  Otherincome. including federal and state gasolne or

Other Income Summary

Part Il - Expenses

8 Adverising.....

9 Carand Truck
Expenses

10 Commissions and fees..........
1 Contract labor...
12 Depletion..........

13 Depreciation and section
179 expense deduction fnot

included in Part
y...........

14 Employee benefit programs
{otherthan on line 1)

15 Insurance {otherthan health)

16 Intersst

a Mortgage (paid to banks,
stc).

o £ 1,500.00 &

Form 4562

Form 4562

ising
e
r o1 Y

@ r business advertising

Truck Expenses - (Line 9)

/deduct the actual expenses (5]

your car or truck or take

lard mileage rate. You must
al if you used

le for hire (such as a

500.00
2 [ 250.00
NEWSPAPER 750.00
0.00
(such as in fleet
at vehicle
Total Amount $1,500.00

r you used five or more
imultaneously in your

s). You cannot use actual
for a leased vehicle if you
used the standard mileage

ake the standard mileage
08 only if you:

ned the vehicle and used

tandacd L o fr
40

7 Check Fyou

are subject to the Department of

b Other
17 Legaland

SEMVICES oo oo

Fully deductible meals and
entertainment included

' 25 Ltilties.
26 Wages {ess Employment
Credits),

30 Bxpenses for business use of your home. Attach Form 8829

Part lll - Cost of Goods Sold

1(DOT) hours of service limits

Fom 8829 ]

Schedule C-EZ

Schedule SE

Form 1040V

Form 8867

Federal Worksheet
Income Report Summary
Work Pad

Name : CALIFORNIA, TESTING

Override Feature
The Override Feature allows for overriding of a calculated field. To enable this feature, click on the Override button and

enter the value.

:876-76-5654

Mode : Direct Input

m Client Return - 876-76-5654 - CALIFORNIA, TESTING

~e

i W .

=Ie=]
# B2

o w Hay (i) =8 =
Complete | Change Query FRejected SignPad | Assets Credits Overrides MF/MFS | DMDoss Library Backup Marketing Search Help CSR Close
Locate: a a Q0 Car and Truck Expenses - (Line 9)  »
all ‘ By section | Filed Forms | Total Gross Receipts/Sal $4,500.00 *|| You can deduct the actual expenses
Earned Income Credit - of running your car or truck or take

T Federal

- Educator Expenses
.. Estimated Payments
Health Insurance wksh
Minister Tax Free Income
- Insolvency Worksheet
IRA Deduction
Puerto Rico wksh
- Other Adjustments
..Other Income
Payments
Preparer Notes
- Qualified Tuition Program
Sale of Main Home
SEP SIMPLE worksheet
~-Schedule A
.. 8chedule B

Schedule C/C-EZ i

< I -

Federal Tax Summary ‘

Total Income 32,750
Adjustments. 5194
Total AGI $2556
Deduction 511,600
Taxable Income $0
Total Tax $0
Tax Credits s0
Nt Tax 5338
EIC (0) 5197
Total Payments. 5187

Amount You Owe-
i

2 Retums and allowance:
6  Otherincome, including federal and state gasline or

Other Income Summary

ax credit or refund

Part Il - Expenses

8 Advertising

9 Carand Truck
Expenses

10 Commissions and fees

1 Contract labor
12 Depletion

8 Office expense

19
Form 4562 ¢ 0.00 [
20

13 Depreciation and section
179 expense deduction fnot

included in Part
)

14 Employes beneft programs
fotherthan en g 19)........

15 Insurence {ather than health)

16 Interest

a Mortgage (paid to banks,
etc.).

Form 4562

Car and truck expenses

Current Value Qverride Value

$0 s d

24| [T Check if you Want t0 USe CUTEME VAILE.........cc.mvveererreeserrecerseoen

b Total meals and

entertairment expenses

7] Check fyou

0.00 79!

are subject to the Department of
1 {DOT) hours of service imts

LI - OO —

17 Legaland

services

Fully deductible meals and
entertainment included

A T
26 Wages (ess Employment
OS],

30 Expenses for business use of your home. Attach Fom 8823,

Part lll - Cost of Goods Sold

Form 8823

n

the standard mileage rate. You must
use actual expenses if you used

your vehicle for hire (such as a

taxicab) or you used five or more [=
vehicles simultaneously in your
business (such as in fleet

operations). You cannot use actual
expenses for a leased vehicle if you
previously used the standard mileage
rate for that vehicle.

You can take the standard mileage
rate for 2008 only if you:

« Owned the vehicle and used
the standard mileage rate for
the first year you placed the
vehicle in senice, or

« Leased the vehicle and are
using the standard mileage

Form 1040

Schedule C-E7Z

Schedule SE

Form 1040V

Form 8867

Federal Worksheet
Income Report Summary
Work Pad

Name : CALIFORNIA, TESTING

:B76-76-5654

Mode : Direct Input

49



Starting a State Return
To start a New State Return, select the State Tab to the left.

m Client Return - 876-76-5654 - CALIFORNIA, TESTING

o = = B>

== ]=]

Search Help CSR Close

Locate:

aaaa

from an IRA (other than a

Al ‘ By Section | Filed Forms
-~ Personal Info -
- Dependent Info |_| Income:
| 1040 Page 1

Form 1040 - Page 1

T Federal

7 Wages, salates, tips, etc Al elated Forms~ $
040 MR Fage 8a Taxable interest Schedule B 1099 Int 10390ID 1099SF
~ 1040 NR Page 2 b Tax-exempt interest

1040 MR Page 3(Sch A)
1040 NR Page 4
1040 NR Page 5

9a Ordinary dividend

b Qualfied dividends

e Roth IRA) and you made

w nondeductible contributions to
any of your traditional or SEP
IRAs for 2009 or an earlier
year. If you made
nondeductible contributions to
these IRAs for 2009, also i
seeTPub. 530.

2. You received a distribution
from a Roth IRA. But if either
(a) or (b) below applies, enter
-0- on line 15b; you do not

]

- 1040 NR Payments 10 Taxable refunds, credits or offsets of state and local income taxe: Texable Refunds E have to see Form 8606 o its
104088 1 Almony received. Mimory Recsived instructions. a. D_\smbutmn
104085 Other Income code T is shown in box 7 of

' 1040Es 12 Business income o (oss). Schedule C Form 1099-R and you made a

.. 1045 13 Capital gain or (oss). Schedule D contribution (including a
FEC conversion) to a Roth IRA for
W 14 Other gains or fosses) Form 4787 2004 or an earlier year b
o 15a [RA distrbutions b Taable amourt. . 1093 R Distribution code Q is shown

- _ in box 7 of Form 1099-R.
W2eU - || 18a Pensions and annuities........... ${ 0.00 b Taxable amourt........ 1089 R 3. You converted part or all of a
T traditional, SEP, or SIMPLE

« I v N .
[ | 17 Rental real estate. royaties. partnerships. S trusts. etc.... Scheduls E Page 1 L4 o e
Federal Tax Summary a 18 Famincome or {oss). Schedule F Federal Forms @’

Total Income: $2750 19 L 1083G Form 1040

Adjustments. 5194 -

talAGH Fging 20a Social security benefits. b Taxable amount.... 55A 1099 Schedule C-EZ

Deduction 511,800 21 Ctherincome. Al Relsted Forms Schedule SE

Taxable Income 30 M T

Total Tax $0 GEITTE Form 1040V

Tax Credits $0 Adjusted Gross Income Form 8867

Net Tax 5338

EIC (0) 5197 23 Educator expen Educator Expenses  § Federal Worksheet

Total Payments 5197 24 Certain business expenses of reservists, perfomming artists. and 1 o Income Report Summary

fee-basis official Form 2106 =
Amount You Owe Work Pad
L 25 _Health savings account deduction........................ Forn 8889 $ [ -
Name : CALIFORNIA, TESTING SSN :876-76-5654 Mode : Direct Input

Then click on the State you wish to complete.

m Client Return - 876-76-5654 - CALIFORNIA, TESTING

@ @ B 4% P = e T M

Complete | Change Query | Rejected SignPad | Assets Credits Overrides MFVMFS | DMDocs Library Backup Marketing

(== =]

Search Help CSR Close

States to File [Individuals]

. AK  Alaska [NotInstalled] MS  Mississippi
AL Alabama MT  Montana
% AR Arkansas NC  Morth Carolina
2 AS  American Samoa [Mot Installed] ND  Morth Dakota
Arizona MNE  Nebraska
CA  California NH  New Hampshire  [NotInstalled]
CO  Colorada NJ New Jersey L
CcT Connecticut MM New Mexico i
DC  District of Columbia NV Nevada [Not Installed]
DE  Delaware NY  Mew York
FL  Florida [MotInstalled] OH  Ohio
GA  Georgia OK  Oklahoma
HI Hawaii OR  Oregon
1A lowa PA  Pennsylvania
D Idaho Rl Rhode |sland b
L linois SC  South Carolina
N Indiana SD  South Dakota [Not Installed]
KS  Kansas TH  Tennessee [Not Installed]
KY  Kentucky TX  Texas [NotInstalled]
LA Louisiana UT  Utah o
Name : CALIFORNIA, TESTING SSN  :B76-76-5654 Mode : Direct Input
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All State Returns have the same layout and are linked from the Forms Tree or within the return.

2 Client Retum - 876-76-5654 - CALIFORNIA, TESTING [= &=
oo - 1 = = - |
o W & a 2 o m # 2

Complete | Change Query Rejected SignPad | Assets Credits Overrides MFYMFS | DM Docs Library Backup Warketing Search Help CSR Close

Locate: 0000 ] a

#12 - State wages
from your Forms W2

-General Information -

* || A 540 - California Resident Income Tax Return 2010, "l box 16 or CA Sch W2

Form S4DNR Taxable Income Section. line C:

Form 540X 12 State wages from your Fomm(s) W-2. bax 16 or CA Sch W-2,ine Co.eecccncncre Enter the total amount
-Schedule CA 540 - 13 Enterthe Federal Adjusted Gross Income of your state wages
-Schedule GA 540MR Pg 1 14 Calforia adjusiments - e from all states from

Schedule CA 540NR Pg 2 each of your Forms W2

z Schedule D 16 Califomia adjustmerts - addition: Schedule CA Wage and Tax

@ | -ScheduleP 18 Enterthe larger of Calforria emized,/Standard deduction: Schedule CA Statement 2”‘5 E‘TV;U”‘
= L= E appearson Form

o Schedule P NR Pg1 Tax, Special Credits and Other Taxes Section. o

Schedule P NR Pg2 ) apper
.Schedule RDP 32 Exemption credits Amount

-Schedule HOH 34 Taxfrom Schedule-G1/ FTB 58704, Schedule G1
Schedule 8 46 Nonrefundable renter's credt S~
CAFarm 3800 61 Atemative minimum tac. Attach Schedule P (340)

j CAFormS8is 62 Mental Health Services Tax

#13 - Enter the
Federal Adjusted
Gross Income:

Samesex married

.CA592B couples SSMCs or
CA Form 3805E 63 Other taes and credit recapture RDPs who file 2
CA Form 3805P || California tax return as
orm Payments Section. married/ROP filing
-CA Form 3885A 71 Calfomia income tax withheld s .00 & jointly and have no
-CAForm 3501 = = S5 SSMC adjustments or
= 2010 CA estimated tax and cther payment: $1 : ] RDP adjustments
CA State Tax Summary ’ — (o o= BT A B e between federal and il
Total AGI 52858 = = = = = : Califnrnia pambina thair
[ swo |  paymentpate | Ppaymentamount | T
Deductions $7340 g L Califomia Filed Forms () @
Taxable Income: 50 Form CA 540
Total Tax s0 | . CAForm 8453
Tax Credits 50
Total Payments 50
Contributions s0

73 Real estate and other withholding, Forms 592-B, 593-B, and 534.

qu 74 Bxosss sDI
30 o Fhild 2nd D Aot En radit =

Name : CALIFORNIA, TESTING SSH  : B76-76-5654 Mode : Direct Input

~ |« o ] »

Allocating Between Multiple States

To allocate information between multiple states, click the <Allocate your Federal Income & Adjustments to States> at

the bottom of the State Tab.

m Client Return - 876-76-5654 - CALIFORNIA, TESTING \i“i/@
o @& I ad v 2 o W MW # B2 E

Complete | Change Query FRejected SignPad | Assets Credits Overrides MF/MFS | DMDoss Library Backup Marketing Search Help CSR Close

CT  Connecticut NM  New Mexico

DC  District of Columbia NV Nevada [Not Installed]

DE  Delaware NY  New York
5 FL  Florida [MotInstalled] OH  Ohio

GA  Georgia 0K  Oklahoma

H Hawaii OR  Oregon E

1A lowa PA  Pennsvlvania

D Idaho Rl Rhode Island

L llinois SC  South Carolina

N Indiana 5D South Dakota [Not Installed]

KS  Kansas ™ Tennessee [NotInstalled]

KY  Kentucky TX  Texas [NotInstalled]

LA Louisiana ut Utah E

MA  Massachusetts VA Virginia

MD  Maryland Vi U.S Virgin Islands [NotInstalled]

ME  Maine VT Vermont

MI Michigan wi Wisconsin

MN  Minnesota WV West Virginia

MO Missouri WY Wyoming [Not Installed]

w -
Name : CALTFORNIA, TESTING SSN  :B876-76-5654 Mode : Direct Input
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Running a Return Diagnostic and Completing a Return

Once you have completed the return, click the <Complete> button at the top of any page to start the Diagnostic

Process.

m Client Return - 876-76-5654 - CALIFORNIA, TESTING
[ - = |
o 4@ X -

Complete | Change Query | Rejected SignPad | Assets Credits Overides MFIMES

OMDocs Library Backup Marketing

#

=eles
B2 s

Search Help CSR Close

= aaoaoa

By Section | Filed Forms |

Personal Information
Dependent Info Primary Taxpayer Information

1040 Page 1

[

First Name Initial

1040 Page 2 {TESTING

1040 NR Page 1
1040 NR Page 2
1040 NR Page 3(Sch A)

PEET. Federal

58N or ITIN.
Date of Birth (MM-DD-YY¥Y).c.e

- 1040 NR Page 4 o] {TESTING

1040 NR Page 5 Theft Identification Pin (NOT MANDATORY).
1040 NR Payments

.. 104088 Other ||
erincome [ Disabled [ Blind  [] Deceased

104088 ( Note : This pin is different from your self sel

[0 Student

First Name Initial Last Name

1040ES
1045 [C] US. Armed Forces [C] Surviving Spouse [7] Presidential Campaign
~FEC Claiming Exemption
w2
w26
- W2GU Filing Statu {Married Filing Jointly -
<m ] b Spouse Information

Federal Tax summary (@ :
| WIFE

CALIFORNIA

[T student
[T] Presidential Campaign

Total Income $2750 T

Adjustments. 5194 SSNorITIN.

Total AGI $ 2,556

Deduction 511,600 Date of Birth (MM-DD-YYTY)...ccoere

T so | Oocuaton
Tax Credits s0 [7] Disabled [7 Blind  [C] Deceased

Net Tax $338

EC (0) s 197 [[] US ArmedForces  [] Sunviving Spouse

Total Payments 5197 Claiming Exemption

Amount You Owe
1) [7] Check here if foreign Address (State and Country)

mn

First Name (£

Enter the first
name of the
primary
taxpayer.

Initial

Enter the
middle initial
of the primary
taxpayer.

Last Name

Enter the last
name of the
primary
taxpayer.

Suffix

C T

Federal Forms
. Form 1040
. Schedule C-EZ
. Schedule SE
. Form 1040V
. Form 8867
. Federal Workshg
. Income Report S
- Work Pad

<Lom ’

Name : CALIFORNIA, TESTING

55N :876-76-5654

Mode : Direct Input

If there are any issues with the return, a display box will show with any errors that must be corrected before the return

can be <Marked Complete>. You should either <Click Here to Fix> (if available) or <Close and Correct Errors>.

ﬂ Messages

Federal and State Messages

=] = ==

Print Preview  ¢5§ Print this page

Name GEQRGIA, TESTING

Please correct the following error(s) in this return:
FEDERAL PAPER FILING REASON

"

Practitioner PIN (Form 8879) is required for efiling.

Spouse PIN information is not available in Form 8879

SSN 444444488

) oo

Chick Here to Frc

NOTE: You have the option to <Ignore & Continue>, however it is NOT RECOMMENDED.
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Once the diagnostic has completed, you will have the option to <Complete> the return. Click <Save>.

Complete Return

Are you ready to Mark the Retum as Completed?

Review Return

Are you ready to Mark the Retum as reviewed ?

@ Yes

@ No

File Return

File this retum as 7

() Paper File

| Electronically

Note:
* If you want to Paper file both federal and all the states of
Paper File Option else select Electronically file option
* You can select State(z) to paper file or
"Electronically"

iz return, pleasze select

Iy when the File Return option is elected a=

Select State(s) to Paper file

D State GA Ready to s=t as paper fle
I:‘ State KY Ready to set as paper file

ﬂ Verify and File My Return IE'

—) [T

You are now ready to close the return. To do so, click the <Close> in the upper right corner.

ﬁ Client Return - 876-76-3654 - CALIFORNIA, TESTING

[==]=]
[ Rt = = =
0 @ § o & m m——)
Complete | Change Query FRejected SignPad | Assets Credits Overrides MFI/MFS | oMDocs Library Backup Marketing Search Help Close
Locate Ed @ o
S | X I ) B8 | i hame
S| Al | BySection | Filed Forms | : =
E i Personal Information Enter the first
Dependent Info |_| Primary Taxpayer Information name of the
- 1040 Page 1 First Name Initial Last Name Suffix I;mrnaryr
- axpayer.
| 1040 Page 2 [reerme ! (Caramms T Py
1040 NR Page 1 55N or ITIN Initial
N 1040 NR Page 2
~ 1040 NR Page 3(Sch A) Date of Birth (MM-DD-YYYY). Enter the
1040 NR Page 4 O T middle initial
1040 MR Page 5 Theft dentiication Pin (NOT MANDATORY). 2| of the primary
- 1040 NR Payments taxpayer.
- 102088 ( Note : This pin is different from your self select pin. )
Last Name
104088 Other | -
erincome [7] Disabled [ Blind [ Deceased [ Stdent |
1040ES -
Enter the last
1045 [7] U.s. Armed Forces. [7] Surviving Spouse [7] Presidential Campaign

Claiming Exemption

Filing Statu {Married Filing Jointly -
| » Spouse Information
First Name Initial Last Name Suffix

Federal Tax Summary ‘

{ WIFE ]

| | CcALIFORNIA o
Total Income $2,750
Adjustments 5194 SEN O TN e {785-76-5765 7] Apply W-7
Total AGI $25%
Deduction 511,600 Date of Birth (MM-DD-YYYY).
Iz:::‘:;n e i E Occupation. {TESTING |
Tax Credits s0 [Tl Disabled [ Biind  [[] Deceased [ Student
Nt Tax 5338 ) :
ol S1er [£] U.8. Armed Forces. [C] Surviving Spouse [Z] Presidential Campaign
Total Payments. 5197 Claiming Exemption

Amount You Owe
[EX [7] Check here if foreign Address (State and Country}

name of the

primary
taxpayer.

Ll Suffix

T

Federal Forms: [
Form 1040
Schedule CEZ
Schedule SE
Form 1040V
Form 8867
Federal Workshg
Income Report S

. Work Pad
-|leEam

Name : CALIFORNIA, TESTING 55N :876-76-5654

Mode : Direct Input
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Using the Interview Input

To navigate the Interview Input of an Individual 1040 return, simply complete the requested information screen and
click <Save & Continue Return>. OLTPro Interview Input will guide you through the Federal Return before prompting
you to create any State Return.

ﬂq TY 2010 Client Return - 666666666

Mode : Interview Input Review Documents  Backup this return  Clients Query SignPad = Search hJ
55N : Forms & Instructions ] (View Errors) Marketing Search Tips Customer Service Live Help

m Personal Information Check List
50

T: Ir ion - Taxpayer Mame, 55N, Date of Bith, and Cccupation
Federal Forms ﬂ Address Information - Taxpayer Home Address and Resident State
Filing Status - Under what status will you be filing your tax retum? (gx: Single, Mamied, etc )
Dependents - List children and other qualifying individuals

Income Report Summa

Select Preparer Name TESTING PREPARER [=]

E— | Sove Continve Rt |

Each tab has a Checklist to select what forms to add to the return.

2 Client Return - 666-66-6666 - WASHINGTON, TESTING
Mode : Interview Input Review Documents  Backup this return  Clients Query SignPad | Search hj
SSN @ Forms & Instructions j (View Errors) Marketing Search Tips Customer Service Live Help

Name : WASHINGTON, TESTING

s

Federal Forms ﬁ Wages. Salaries. Tips. etc. - W-2, W-2G, Other Wages, Scholarship Income
. Form 1040 W-2 - W-2 Information
Income Report Summa; [C] Foreign Employer Compensation - Compensation not reported in W-2
[ Gambling Winnings Inf - W

[T] Other Wages. Salaries, Tips - Scholarship / Housshald / Penal / Defered

Interest and Dividend Income - 1093-INT,1099-5F,1099-01D,1099-DIV, Form 8814, Form 8815
Investment Income - 1033-B, 1093-5, Form 2439, Form 6781, Schedule K-1s

Retirement Fund and Pension Income - 1033-R. C5A-1093-R. RRE-1039. RRE-1093-R. SSA-1039
Miscellaneous Income - 1095-MISC

Business. Rental /Royal and Farm Income - Schedule C, Schedule E, Schedule F, Form 4835
D iation and ization - Form 4562

Other Investment Income - 1093-A, 1099, Form 4797, Form 6252, Form 4684, Form 8824

L Comp fon - 1093G

Guam Wage and Tax Statement - W-2GL

Other Income - Form 2555, Taxable Refunds, Alaska Pemanent Fund, Alimory, etc.,

OoocooooomEO

oot | — | ove ContinucReom |




Click <Add> to enter a new form. Once all forms have been added, click <Save & Continue Return>.

2 Client Return - 666-66-6666 - WASHINGTON, TESTING
Maode : Interview Input Rewiew D Backup this return Clients Query  SignPad Search hl |Z|
SS5N Forms & Instructions i {View Errors) Marketing Search Tips Customer Service Live Help

Hame : WASHINGTON, TESTING

W-2 Summary 9
I $967 I

Empl Name Empl Name Withheld Wages
Federal Forms a TESTING WASHINGTON TESTING ORG 2500 25000
Form 1040
Schedule M

Federal Worksheet

Income Report Summa

) A | e | jpeiee |

Jusceacr | ey N

To add a State Return, select the required state. Then click <Prepare New State Return>. Once all states are complete,
click <Save & Continue Return>.

24 Client Return - 666-66-6666 - WASHINGTON, TESTING
Mode : Interview Input Review Documents  Backup this return  Clients Query  SignPad Search N |X|
55N Forms & Instructions Rejected (View Errors) Marketing Search Tips Customer Service Live Help

Hame : WASHINGTOHN, TESTING

Focoral JNNSEEGII

General Information State Information

Select 'Prepare New
State Return’ for the
state you want to file.

You are a resident of State with no State Income Tax. You den't need to P@bare a resident
state return. If you want to prepare another state's income tax return clicl repare New
State Return'.

Click 'Edit' to correct
that state's information. To Prepare a state return
S_I“:k Delete’ ED. remto;!e Flease Select New State E
e corresponding state. SEoRGIn Ej
Click '"View' to view the HAWAN
filed return. 10WA D
IDAHO
ILLINOIS
INDIAMA
KANSAS i
KEMTUCKY &




To mark the return Complete, click <Yes>. To finish the return, click <Save & Continue Return>.

2 Client Return - 666-66-6666 - WASHINGTON, TESTING (=)
Mode : Interview Input Rewiew Dy t: Backup this return Clients Query  SignPad Search m
55N Forms & Instructions Rejected (View Errors) Marketing Search Tips Customer Service Live Help

Name : WASHINGTON, TESTING
Fovora sute ARG

Verify and File My Return

Complete Return

Are you ready to Mark the Return as Completed?

) Mo
Review Return

Are you ready to Mark the Return as reviewed?

File Return

() Paper File
@ Electronically
Note: If you want to Paper file both federal and all the states of this return, please select Paper File Option

else select Electronically file option
You can select State(s) to paper file only when the File Return option is elected as "Electronically™

Select State(s) to set Paper file * No states were filed

State Name Description

m— | SovesContinucrcum |
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Editing an Existing Return

To edit an existing return that’s already in your database, simply click on the <Client Manager> and select <Manage My
Returns> then double-click on the taxpayer name. Lastly, click the <Edit> button.

ﬁ OLTProDesktop 2011 V1.0.0.0 EIIEI@

OL.'i’R o Account ID : TTHGI4962RW Welcome JUSTIN
e e Customer Support 1-877-OLT4-PRO (1-877-658-4776)

LOGOUT
Mode: Direct Input

Client Manager

% B o W Fl | B Y @ m B % -
Edit View/Print Coupon Delete ViewInput PW Protect | DM Does Prior'Year Letters Print Label Motes Appointments Backup Back

nt : CALIFORNIA, TESTING Preparer : JUSTIN WRIGHT

rsonal Details Address Details File @
imary Spouse Address ; 123 STREET e C
me : TESTING CALIFORNIA  WIFE CALIFORNIA
Income Info
i :  SAINT JOSEPH .
SSN @ 876-75-5654 765-76-5765 5:; . mo  esson AGL : $2,556.00
DOB : 02-02-1370 02-02-1972 S ep Taxable Income: £0.00
Filing Status : joint PhoneNo : HOME 234-234-2342 EIC : £197.00
PhoneNo : - -
Dependency Info one e Computed Tax : 30,00
Resident State : Missouri
i040 : 0O EIC : o] Tax Withheld : 30,00
2441 : 0O CTC : o] ;:.r_mf ? : View Forms List

Federal, State, Extension and SBBT Details Double click to view the Paper Filing Reason Send to Tech Support

CredertfSge | Saw | DN | Comen | RondorOm)

Federal PAPER FILED Filed Form - 1040 ($141.00)

State CA NOT FILED Direct State
Fed-Ext (4868) NOT FILED

neither OWE TAX no...

Payment Details Receive Latest Checks Return History (Mote: Showing Last 2 Actions)

Inveicing E-File Bank Product Date & Time hiz) Actions

47D FENETA TS feadvitale e ChecksliRicd 10/19/2011 12:08:24 PM | 192.168.0.27 Edit Return by JUSTIN WRIGH...
iew/Print Existing Invoice Get Status. Authorized Checks 10/14/2011 12:24:51 PM | 192.168.0.27 Return was imported from prior...
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Deleting a Tax Return

To Delete a tax return, double-click on the taxpayer name to be deleted. Then click the link to <Delete Return>.

ﬁ OLTProDesktop 2011 V1.0.0.0

[=]= =]

a OL RO [ Welcome JUSTIN
il . Customer Support 1-877-OLT-4-PRO (1-877-658-4776) LOGOUT
Business Setup Mode: Direct Input

Client Manager E
4 B
/ H e A A o B - - [ - &
Edit View/Print Coupofi Delete ViewInput PW Protect | DM Docs Prior'Year Letters PrintLabel Motes Appointments Backup Back

Client : CALIFORNIA, TESTING Preparer : JUSTIN WRIGHT

Personal Details Address Details
Brimary Spouse Address : 123 STREET
Name : TESTING CALIFORNIA WIFE CALIFORNIA
Income Info
Ci H SAINT JOSEPH
SSN : 876-76-5654 765-76-5765 ity AGI $2,556.00
DOB : 02-02-1370 02-02-1972 State,Zip : MO 64501 Taxable Income: £0.00
Filing Status : joint Phone No : HOME 234-234-234Z EIC . £197.00
Ph N H - -
Dependency Info one N Computed Tax : 30,00
Resident State : Missouri
i040 : 0O EIC : o Tax Withheld : £0.00
2441 : 0 CTC : o ;:.r_mf ? : View Forms List

Federal, State, Extension and SBBT Details Double click to view the Paper Filing Reason Send to Tech Support

CredortfSme | S | DN | Comen | endorow

Federal PAPER FILED Filed Form - 1040
State CA NOT FILED Direct State
Fed-Ext (4868) NOT FILED

{$141.00)
neither OWE TAX no___

Payment Details Receive Latest Checks  Return History  (Note: Showing Last 2 Actions)

Invoicing E-File Bank Product Date & Time bi=] Actions

Make a Payment/invoice Ready to E-File Checks Printed 10/19/2011 12:09:24 PM | 192.168.0.27 Edit Return by JUSTIN WRIGH...
View/Print Existing Invoice Get Status Authorized Checks 1V14/2011 12:24:51 PM | 192.168.0.27 Return was imported from prior...




Click <Yes> to confirm the deletion of the tax return.

2 OLTProDesktop 2011 V1.0.0.0 (2] = |[=]
Account ID : TTHCI4962RW Welcome JUSTIN
Rq Customer Support 1-877-OLT-4-PRO (1-877-658-4776) LOGOUT

Mode: Direct Input
Client Manager

/ E - L F o B ¥ @& = B %% -

Edit View/Print Coupon Delete VieWInput PW Protect | DMDocs Prior Year Letters Print Label Notes Appointments  Backup
Client : CALIFORNIA, TESTING

Preparer : JUSTIN WRIGHT

Personal Details Address Details
Primary Spouss Address ;123 STREET
Name ; TESTING CALIFORNIA WIFE CALIFORMNIA
Income Info

City :  SAINT JOSEPH :
SSN : 876-76-5654 765-76-5765 ctote 2 vo  esz01 AGI : $2,556.00
DOB : 02-02-1370 02-02-1972 = LR Taxable Income: $0.00
Filing Status : joint PhoneNo : HOME 234-234-2342 EIC . £197.00
oepentncy oo T —— compuniran 1 o
1040 : 0O EIC : o Tax Withheld  : £0,00
2441 0 cTC o Are you sure you want to delete this return? ;:If_mf :ﬁ : View Forms List

Federal, State, Extension and SBBET Details Do Send to Tech Support

S Retur or Owe)
Federal PAPER FILED Filed Form - 1040 {($141.00)

State CA NOT FILED Direct State neither OWE TAX no__.
Fed-Ext (4868) NOT FILED

Payment Details Receive Latest Checks  Return History  (Note: Showing Last 2 Actions)

Invoicing E-File Bank Product Date & Time bi=3 Actions

Make a Payment/invoice Ready to E-File Checks Printed 10/19/2011 12:09:24 PM | 192.168.0.27 Edit Return by JUSTIN WRIGH. ..
View/Print Existing Invoice Get Status Authorized Checks 10V14/2011 12:24.51 PM | 192.168.0.27 Return was imported from prior..

NOTE: Returns that are Accepted, Rejected, Transmitted or Marked Paid CANNOT be deleted.
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Amending an Accepted Return

Amending a previously Accepted Return can be done by clicking on the Client Manager > Manage My Returns > then

double-clicking on the clients name that needs to be Amended. There is an <Amended> button at the top center of the

Client Manager.

ﬂ OLTProDesktop 2011 V1.0.0.0

OL PRO Account ID : TTHCI4962RW
e A Customer Support 1-877-OLT-4-PRO (1-877-658-4776)

Client Manager

(== =]
Welcome JUSTIN

LOGOUT
Mode: Direct Input

Federal, State, Extension and SBBT Details

Federal PAPER FILED Filed Form - 1040 $1.476.00
State CA PAPER FILED Direct State ($820.00)
Fed-Ext (4868) NOT FILED

- 4 - -
c &% B o [ B o B @ m B G -
Edit View/Print Coupon Delete Viewlnput PW Protect” Amended DMDoecs Prior Year Letters Print Label Notes Appointments Backup Back

Client : CALIFORNIA, TESTING Preparer : JUSTIN WRIGHT
Personal Details Address Details Electronic File (©) Mark Incomplete
Brimary Spouse Address :; 123 STREET @ Paper File ) Mark Complete
Name : TESTING CALIFORNIA WIFE CALIFORNIA
Income Info

Ci : SAINT JOSEPH .
SSN : B876-76-5654 765-76-5765 i AGI : $50,556.00
DOB : 02-02-1570 02-02-1972 State, Zip : MO 64301 Taxable Income: £31,556.00
Filing Status : joint Phone No : HOME 234-234-2342 EIC . £0.00
Dependency Info Phone No ; B Computed Tax : %3,886.00

Resident State : Missouri
040 : 0 EIC : o Tax Withheld H %5,700.00
2441 : O CTC : o Forms & : View Forms List

Schedul

Send to Tech Support

CfederstfSme | Saw | b | Comen | eiundorOmo

Where's my Refund?

Alternative Amending Option

A previously Accepted Return can also be amended by navigating to the <E-File> tab, then selecting Get EFile Status.

Then click on the link to the left reading <Accepted Returns>.

2 OLTProDesktop 2010 V1.0.0.5 o]l =@ ==
a o LTPR o Account ID : AFTAF2997IRC Welcome TESTING
bedbrtetbolloed|  Customer Support 1-877-OLT4PRO (1-877-658-4776)  ACCOUNT CREATE LoGouT

Mode: Interview Input

Select All Clear All  Print Preview (5§ Print this List

tons Dol
B-4444  0B/24/2011 12:54:55PM  Federal :QUEUED. Double Clck here TESTING PREPARER
-1111 | 01/01/1900 12:00:00 AM  Federal :ACCEPTED, Double Click her... TESTING PREPARER

(Getefiesas |
Queved Returns [[] GEORG| Advanced Get E-File Status
Transmitied Returns [Z] NEVYO| Extension Status
=t Bank Disbursement Details
Get Check Details

Accepted Returns,
Relected Returns

Declined Returns Federal Error Code

Unfinished Returns State Error Code

Federal Not Filed

Search By
SSN hd

Value

Note:

= Click ‘Gt
Current Status of
the Return' to get
current status of
federal and state
raturn

10/19/2011 1:21:37PM 152.168.0.27
10/19/2011 1:21:32PM  152.168.0.27
10/19/2011 1:21:32PM  152.168.0.27

Payment Details Receive Latest Checks  Return History  (Note: Showing Last 7 Actions) Wiew Full History
Invoicing E-File Bank Product Date & Time hi=] Actions

Make a Payvment/invoice Ready to E-File Checks Printed 10M1%2011 1:22.58 PM  192.168.0.27 Elected for Paper File by JUST...
Wiew/Print Existing Invoice Get Status Authorized Checks 1V1%2011 1:22:52PM  |192.168.0.27 Return removed from Queue b...
Payment Summary 10/19/2011 1:22:04 PM  152.168.0.27 Return Transmitted by JUSTIN ...
Payment made on 10/19/2011 01:21:48 PM by Cash 10/19/2011 1:21:48PM  182.168.0.27 Payment Made by JUSTIN WR

Marked As Return Completed ...
Marked as Return Completed
Elected for E-File
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A list of all Accepted Returns are now displaying. Double-click on the taxpayer that needs to be Amended.

24 OLTProDesktop 2010 V1.00.5 =Ny =
OLER o Aceount ID : AFTAE2997IRC Weleome TESTING
befrbedblbbed|  Customer Support 1-877-OLT4-PRO (1-877-688-4776)  ACCOUNT CREATE LOGOUT

Mode: Interview Input
0
Accepted Return Summary Select All Clear All Print Preview ¢} Print this List
Showing [110 1] of 1 &)
GetAll Return's Status it ] [E]
il | Ciitme | sn | Due Adtona Detas Prepared b
Queued Returns [ NEWYORK. TESTING 111-11-1111  01/D1/1900 12:00:00 AM  Federal :ACCEFTED. Double Click her... TESTING PREPARER

Transmitted Returns.
Accepted Returns
Rejected Returns.
Declined Returns
Unfinished Returns.
Federal Not Filed

Search By

SSN -
Value

Note:

= Click ‘Gt
Current Status of
the Return' to get
current status of
federal and state
return

Double-click on the taxpayer name and click the <File Amended> button. Follow the on-screen instructions to complete

the <Amended Return>.

B Current Status of the Customer

Current Return Status

(=N =

Name  NEWYORK, TESTING

FOEAUSATE | Gas | Daelme

Federal ACCEFTED
NY ACCEPTED

SSN 111-11-1111

Summary

M a—

61



Printing a Tax Return

To print an existing return that’s already in your database, simply click on the <Client Manager> and select <Manage My
Returns> and double-click on taxpayer name. Then select the option <View/Print Return>.

ﬂ OLTProDesktop 2011 V1.0.0.0 EIIEI@

Account ID : TTHGI496IRW Welcome JUSTIN
Customer Support 1-877-0OLT4-PRO (1-877-658-4776)

LOGOUT
Mode: Direct Input

Client Manager

s & & Fl B o B ¥ @ = B G -

g 5 @ 7] - -
Edit View/Print Coupon Delete ViewInput PW Protect = Amended DM Docs Prior Year Letters Print Label MNotes Appointments Backup Back

Client? LIFORNIA, TESTING Preparer : JUSTIN WRIGHT
Persol Details Address Details (@ Electranic File () Mark Incomplete
Primary Spouse Address : 123 STREET Paper File @ Mark Complete
Name :FESTING CALIFORNIA WIFE CALIFORNIA
Income Info
Ci :  SAINT JOSEPH .
SSN : B76-76-5654 765-76-5765 ity AcI : $30.556.00
DOB : 02-02-1970 02-02-1972 State,Zip : MO 64501 Taxable Income: $31,556.00
Filing Status : joint PhoneNo : HOME 234-234-2342 EIC . £0.00
Dependency Info PhoneNo : - ) Computed Tax : $3,886.00
Resident State : Missouri
1040 : 0 EIC : 0 Tax Withheld : £5,700.00
2441 : 0 crc : 0 ;:['“f & : View Forms List
Federal, State, Extension and SBBT Details Send to Tech Support
rodod/Ste | Sam | 0N | Comen | ewdorOw) | _Fewd S
Federal PAPER FILED Filed Form - 1040 $1.476.00 Where's my Refund?
State CA PAPER FILED Direct State ($820.00)

Fed-Ext (4868) NOT FILED

Payment Details Receive Latest Checks Return History  (MNote: Showing Last 7 Actions) Wiew Full History

Inveoicing E-File Bank Product Date & Time P Actions

lake a Payment/nvoice Ready to E-File Checks Printed 10/19/2011 1:22.58 PM  192.168.0.27 Elected for Paper Fie by JUST...

Vigw/Print Existing Invoice Get Status Authorized Checks 10/19/2011 1:22:52PM  192.168.0.27 Return removed from Queue b...

Payment Summary 1W1%2011 1:22:04 PM  |192.168.0.27 Retumn Transmitted by JUSTIN ...

Payment made on 10/19/2011 01:21:48 PM by Cash 10192011 1:21:48 PM 192.168.0.27 FPayment Made by JUSTIN WR...
10192011 1:221:37 PM  192.168.0.27 Marked As Return Completed ...
10M19%2011 1:21:32PM | 152.168.0.27 Marked a= Return Completed
10/19%2011 1:21:32PM  152.168.0.27 Elected for E-File
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Printing All Forms at One Time.
Now you can preview the forms by selecting the box for the appropriate copy then clicking the corresponding link to the
left. When ready to Print, click the <Print Selected Forms> button.

24 Tax Return for 444444444

Examine, Verify and Print Return

Select All Clear All

sl

Switch to Preview View

Preview
Preparer Copy Customer Copy

. k¥l Preparer Copy
Filing Copy

[¥] Customer Copy

¥l Filing Copy

Letter Heading
Retum StatusLetter
PRIVACY
INVOICE-1
INVOICE-BLANK1
1040

Schedule B
Schedule C-EZ
Schedule SE
Schedule M

8875

9325

Income Report Su...
Federal Analyzer
GA 500

GA 8453

Form 740

Form 2210-K

Form 740-V
8453-K

FREEEEEEEEEEEEEEEEEEE

Export to Document Manager

Printing Individual Forms

To print individual forms, click the link to Switch to Preview View.

2 Tax Return for 444444444

Examine, Verify and Print Return

Sel

sl

Switch to Preview View

Preview
Preparer Copy Customer Copy

. k¥l Preparer Copy
Filing Copy

[¥] Customer Copy

¥l Filing Copy

Letter Heading
RetumStatusLetter
PRIVACY
INVOICE-1
INVOICE-BLANK1
1040

Schedule B
Schedule C-EZ
Schedule SE
Schedule M

8875

9325

Income Report Su...
Federal Analyzer
GA 500

GA 8453

Form 740

Form 2210-K

Form 740-V
8453-K

MEEEEEEEEEEEEEEEEEEE

Export to Document Manager
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Now you will just click on the form(s) that you need to view and print that form.

2 Tax Return for 111111111
Examine, Verify and Print Return Switch to Printable View
Federal
i i i i i i i i i i
pa pa pa pa pa pa pa pa pa pa
Letter PRIVACY 1040 Schedule C 4562  Schedule SE 6251 Schedule M 1040V 8879
Heading
i i i i
pa pa pa pa
Income Federal  4562-Depr-... FE251
Report... Analyzer Line45-Whksh
NY State
i i
pa pa
NYIT150 NYIT21

Export to Document Manager _. >




Batch Printing of Returns

To Batch Print returns, navigate to Tools > Batch Printing Returns.

24 OLTProDesktop 2010 ¥1.0.05 ==
OLRRO Account ID : AFTAE2997IRC S
: Customer Support 1-877-OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE

Busi

'SS Setup

it Manager

Manage My Returns

Tools

Quick Estimator

SSN

[Show il GEORGIATESTING YTy
NEWYORK.TESTING ARRRRARALI
COLORADO,TESTING

[B|Fid Giont Lt MISSOURITESTING 222222222

Nota:

> To manage a
return please
'Double click’ the
return

> *£= Indicatas
Protected Clients

> (*) Indicates
note

> Clients Hidden -
Click the "Show All"
buttan or use the
Search filter to list
the respactive
return.

Search By
S5 - Preparer Preferences | Sort by |Last Edited Dateand Tima T ALZ] select preparer
value Showing [1 to 4] of 4 Clients

Day Time Phone Number

1222121212
2122121212 AP|
9703333333
1515515151 M

Bank product Quick Estimator
MFJ vs MFS Comparisen Chart
Document Manager

Financial Calculator

Download Font
Data Conversion
Calculator
Integrate with Site

Depreciation Summary

Archive Client Return

Signature Pad

Next, select the returns you wish to Print, then click <Generate & Print Returns>

2 OLTProDesktop 2010 V1.00.5

Account ID : AFTAF29971RC
ustomer Support 1-877-OLT-4-PRO (1-877-658-4776)

ACCOUNT CREATE

Select Preparer Name | —— SELECT ALL PREPARERS —

==

Welcome TESTING
LOGOUT
Mode: Direct Input

[C] COLORADOTESTING
7] GEORGIATESTING
[E]  MISSOURITESTING
[C] NEWYORKTESTING

Note:

>> Click 'Genarste
& Print Returns’ or
Double click any
return to print the
selected returns.

Showing [1 fo 4] of 4 Clients

11

Prepared By

TESTING PREFARER
TESTING FREFARER
TESTING PREPARER
TESTING PREFARER
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Chapter Five: E-File Management

E-File Preparation

To e-file a tax return, the return must be <Marked Complete> and selected for <Electronic File>.

ﬂ OLTProDesktop 2011 V1.0.0.0

d ﬁ ﬁ - E

Client : CALIFORNIA, TESTING

— |y,
Edit View/Print Coupon Delete ViewInput PW Protect

6 OLnR o Account ID : TTHCI4S62RW
e Customer Support 1-877-OLT4-PRO (1-877-658-4776)

o B ¥ @

DMDocs PriorVear Letters Print Label Notes Appointments  Backup Back

ESlN

(== =]
Welcome JUSTIN

LOGOUT
Mode: Direct Input

= &

Preparer : JUSTIN RIGHT

Personal Details
Primary Spouse
Name ; TESTING CALIFORMIA WIFE CALIFORNIA

SSN : B76-76-5654 765-76-5765
DOB : 02-02-1570 02-02-1972
Filing Status : joint

Dependency Info

i040 @ O EIC : o
24491 @ 0 CTC : o

Federal, State, Extension and SBBT Details

Federal NOT FILED
State CA NOT FILED
Fed-Ext (4868) NOT FILED

Address Details

Address H 123 STREET
City : SAINT JOSEPH
State, Zip : MO 64501
Phone No

Phone No : - -

Resident State : Missouri

HOME 234-234-2342

Filed Form - 1040

Direct State

) Paper File Mark Complete

Income Info

AGI : $50,556.00
Taxable Income: 331,556.00
EIC : £0,00
Computed Tax £3,886.00
Tax Withheld £5,700.00
;::sz ? : View Forms List

Send to Tech Support

Refur or Owe

$1.476.00
($820.00)

Where's my Refund?

Payment Details

Invoicing E-File
Make a Payment/invoice Ready to E-File
View/Print Existing Invoice Get Status
Payment Summary

Payment made on 10/19/2011 01:21:48 PM by Cash

Receive Latest Checks

Bank Product
Checks Printed

Authorized Checks

Return History
Date B Time

10/19/2011 1:26:08 PM
10/19/2011 1:22:58 PM
10/18/2011 1:22:52 PM
10/19/2011 1:22:04 PM
10/18/2011 1:21:48 PM
10/19/2011 1:21:37 PM
10/19/2011 1:21:32 PM

(Note: Showing Last 7 Actions)

View Full History

P Actions
192.168.0.27 Elected for E-File by JUSTIN W.
152.168.0.27 Elected for Paper File by JUST...
192.168.0.27 Return removed from Queve b...
152.168.0.27 Return Transmitted by JUSTIN ...
152.168.0.27 Fayment Made by JUSTIN WR...
152.168.0.27 Marked As Return Completed ...
192.168.0.27 Marked as Return Completed
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Making a Payment for a Return

After completing a return and before electronically filing the return, you must indicate how the taxpayer will pay for the
return by clicking the link <Make a Payment/Invoice>.

ﬁ OLTProDesktop 2011 V1.0.0.0

G

/

Client Manager

5 - e,
Edit View/Print Coupon Delete ViewInput PW Protect
Client : CALIFORNIA, TESTING

o B ¥

o LT Account ID : TTHGI4962RW
= *‘an Customer Support 1-877-OLT-4-PRO (1-877-658-4776)

@ @ B

DM Docs PriorYear Letters Print Label Notes Appointments

=
~8

Backup

(== [=]
Welcome JUSTIN
LOGOUT

Preparer : JUSTIN WRIGHT

Personal Details
Primary
Name ; TESTING CALIFORMIA

S5N i B76-76-3634
DOoB : 02-02-1570
Filing Status : joint
Dependency Info

i040 @ O

24491 @ 0

Spouse
WIFE CALIFORNIA

763-76-37863

02-02-1572
EIC : 0
CTC : 0

Federal, State, Extension and SBBT Details

Address Details

Address H 123 STREET
City : SAINT JOSEPH
State, Zip : MO 64501
Phone No

Phone No : - -
Resident State : Missouri

HOME 234-234-2342

() Paper File

Electronic File Mark Incomplete

Mark Complete

Income Info

AGI H 350,556.00
Taxable Income: $31,556.00
EIC : 0,00
Computed Tax £3,886.00
Tax Withheld £5,700.00
SF::"'JS i‘ : View Forms List

Send to Tech Support

Federal /State Status Refund or (Owe) Refund Status
Federal NOT FILED Filed Form - 1040 $1.476.00 Where's my Refund?
State CA NOT FILED Direct State ($820.00)

Fed-Bxd (4868) NOT FILED

Payment Details Receive Latest Checks Return History (lNote: Showing Last 7 Actions) Wiew Full History

Invoicing E-File Bank Product Date B Time bi=] Actions

Make a Pavment/invoice to E-File Checks Printed 10/19/2011 1:26:08 PM 152.168.0.27 Elected for E-File by JUSTIN W...

Wiew/Print Existing Invoice Get Status Authorized Checks 10/18/2011 1:22:58 PM  182.168.0.27 Elected for Paper File by JUST...

Payment Summary 10192011 1:22:52 PM 192.168.0.27 Return removed from Queue b...

Payment made on 10/19/2011 01:21:48 PM by Cash 10M19/2011 1:22:04 PM  192.168.0.27 Return Transmitted by JUSTIN ...
10192011 1:21:48 PM  192.168.0.27 Payment Made by JUSTIN WR...
10192011 1:21:37 PM 192.168.0.27 Marked As Return Completed ...
10192011 1:21:32 PM  192.168.0.27 Marked as Return Completed
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If necessary, enter the <Manual Rate> or verify the calculated charges. You can <Modify> Federal or State Charges.

When finished, click <Calculate>.

ﬂ Payments - Summary Of Charges

Discount %0

Additional %0

Account Summary

[NonBanking]

Amount Paid o

@

FEDERAL Manual Rate $75
Federal Ch; ify
GA Manwal Rate $[15 seeral Hharges s
Total
KY Manual Rate £15] payable $0

==

Federal Only () State Only

State Charges Wodify

Total
payable 50
Discount 50

Additional 0

Total Amount to be
Pai

Payment Invoice Option Do You Want to E-File this return now?
@

@

Select which Payment Type and whether to Make Payment Now or Invoice Only. Then select Yes to E-File this return

now. Click <Update Payment>.

ﬂ Payments - Summary Of Charges

FEDERAL Manual Rate 575 iemTER
F Cl

GA Manual Rate $15 sdera araes
Total

KY Manual Rate 515 payable £ 75

Discount  $0

Additional $0 Additional 30
Account Summary Total Amount to be
et
Net Federal Charges ¥ 73 Net Preparer Fee's $105 al
Net State Charges £ 30 $ 105
Non Banking You are not enrolled with a bank to offer bank products.
Amount Paid 105
@ Cash
@ Check
(©) Money Order

) Federal Only () State Only

Modify

(=)

State Charges Modify

Total
payable 30

Discount $0

Payment Invoice Option Do You Want to E-File this return now?
@ Make Payment now @ Yes:

@) Invoice Only © Mo
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Selecting Transmission Type

Next, select how to transmit the returns. OLTPro offers the option to file in the following methods: Federal with State;
Federal-Only; or State-Only. After selecting the type of transmission, click the button <Transmit Now>.

ﬂ Payments - Summary Of Charges

E-File Transmission
Select your E-File Transmission Option
@ Federal with State 71 Federal - Only
Select PiggyBackState GA (= ® State - Only
Available States Unselect the state(s), which you won't transmit now?
GA Note: Only selected states will be
Ky Y queued for transmission

— [ Tremivow | [T AR 0w

NOTE: Selecting the option <Add to Queue> will move the specific return to the location E-File > Ready to Transmit.
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Getting E-File Acknowledgements

E-File Acknowledgement from Client Manager

To get E-File Acknowledgements, there are two options available. The first is from within the <Client Manager>. Click

the link to <Get Status> to see the latest status of the tax return.

ﬂ OLTProDesktop 2011 V1.0.0.0

Account ID : TTHGI496IRW
@ OLTero

o=ty Customer Support 1-877-OLT-4-PRO (1-877-658-4776)

Client Manager

Ll m <«

Client : CALIFORNIA, TESTING

. o . LY Q :
Edit View/Print Coupon Delete ViewInput PW Protect | DM Does Prior'Year Letters Print Label Motes Appointments Backup Back

== =]
Welcome JUSTIN

LOGOUT
Mode: Direct Input

@ = P = -

Preparer : JUSTIN WRIGHT

Federal, State, Extension and SBBT Details

Federal QUEUED FOR TRANSMISSION Filed Form - 1040 $1.476.00 Where's my Refund?
State CA QUEUED FOR TRANSMISSION Direct State ($820.00)
Fed-Ext (4868) NOT FILED

Personal Details Address Details
Primary Spouse Address ;123 STREET
Name ;: TESTING CALIFORNIA WIFE CALIFORNIA
Income Info
i 1 SAINT JOSEPH .
SSN : 876-75-5654 765-76-5765 " AGI : $50,556.00
DOB ; 02-02-1570 02-02-1972 State,Zip : MO 64301 Taxable Income: £31,556.00
Filing Status : Joint PhoneNo : HOME 234-234-2342 EIC . £0.00
Phone N -
Dependency Info one e Computed Tax : £3,886.00
Resident State : Missouri
1040 : 0O EIC : a Tax Withheld : $5,700.00
2441 : 0O CTC : o] ;:.r_mf?' : View Forms List

Send to Tech Support

Refre or Owe

Payment Details Receive Latest Checks Return History (Mote: Showing Last 7 Actions) Wiew Full History

Inveicing E-File Bank Product Date & Time hiz) Actions

Make a Payment/invoice Ready to E-File Checks Printed 10019/2011 1:27:33 PM 192.168.0.27 Return Transmitted by JUSTIN ..

Wiew/Print Existin Get Status Authorized Checks 1041972011 1:26:08 PM  192.168.0.27 Elected for E-File by JUSTIN W...

Payment Summary 10/11%2011 1:22.58 PM | 152.168.0.27 Elected for Paper File by JUST..

Payment made on 10/18/2011 01:21:48 PM by Cash 10M1%2011 1:22:52 PM 152.168.0.27 Return removed from Queue b...
10/119/2011 1:22:04 PM  152.168.0.27 Return Transmitted by JUSTIN ..
10/19/2011 1:21:48 PM  152.168.0.27 Payment Made by JUSTIN WR.
10192011 1:21:37 PM | 192.168.0.27 Marked As Return Completed ...

The window that opens will have the latest Return Status.

Current Return Status

24 Current Status of the Customer EI =

FDLUASTATE | St | Daetme
Federal GUEUED 8/24/2011 12:54:55 PM
GA QUELED 8/24/2011 12:54:55 PM

Ky QUEUED B/24/2011 12:54:55 PM

Name GEORGIA, TESTING SSN B

Summary

Remove From Queue

Eor Edit Eor Retransmission
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Get E-File Status from E-File Tab
Click <E-File> then <Get E-File Status>.

24 OLTProDesktop 2010 V1.0.0.5 =1

@ oLTPRO Account ID : AETAF2997TIRC P —
iferlelbllbdoted]  Customer Support 1-577-OLT4-PRO (1-577-658-4776)  ACCOUNT CREATE LOGOUT

Mode: Direct Input

Get current | Ready to Transmit

Showing [{tq Readyto Transmit Extension
GetAl REH' _
Queued Returns [ | G Advanced Get E-File Status 242

Select All Clear All  Print Preview & Print this List

08/24/2011 12:54:55 PM | Fageral :QUEUED, Double Cick here . TESTING PREPARER

Transmitted Returns Extension Status
Accepted Returns. Get Bank Disbursement Details
Reiected Returns Get Check Details

Declined Returns Fedleral Error Code

Unfinished Returns State Error Code
Federal Not Filed

Search By

Note:
> Click 'Get
Current Status of
the Return' to get
current status of
fadaral and stata
return

You can Double-Click on each individual name to get the latest Status. You can also click the link <Select All> and then

click the button <Get Current Status of the Return> to get the Status of all returns. There are options to sort each of the

Status’s by selecting the links on the left.

=

Account ID : AFTAF29971RC Welcome TESTING
Customer Support 1-877-OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE LOGOUT
Mode: Direct Input

Get current return status for all clients — SelectAll  ClearAll | Print Preview & Print this List

Showing [102] of 2

Dao Proere
Queued Returns D GEORGIA, TESTING 444444444 (8/24/2011 12:54:55 PM Faderal :QUEUED, Double Chick here TESTING PREPARER
D NEWYORK, TESTING 111-11-1111  01/01/1900 12:00:00 AM  Federal :ACCEFTED, Double Chick her... TESTING PREPARER

Transmitted Returns
Accepted Returns
Relected Returns
Declined Returns.
Unfinished Returns.

Federal Not Filed

Search By
SSN -

value

Note:
> Click 'Get
Current Status of
the Return' to get
current ststus of
federal and state
return
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Rejected Returns

To view Rejected Returns, navigate to E-File > Get E-File Status and click <Rejected Returns>. Then either Double-Click
on the client name or click <Select All> and click the button <Get Current Status of the Return> to get all return status’s.

ﬂ OLTProDesktop 2010 V1.0.0.6 -

Rejected Return Summary Select All

Account ID : AETAE28971IRC Welcome TESTING
nq Customer Support 1-877-OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE LOGOUT

Mode: Direct Input

Clear All Print Preview ¢ Print this List

Showing [1to1]of1

Get Al Return's Status

Queved Returns [[] GEORGIA, TESTING
Transmitted Returns
Accepted Returns
Reiected Returns _
Declined Returns

Unfinished Returns.

Federal Not Filed

Search By

S5N -

Valua

Note:

= Click 'Get
Current Status of
the Return' to get
current status of
federal =nd state
return

444444444 (8/26/2011 12:45:51 PM  Federal :REJECTED, Double Chick her... TESTING PREPARER

A window will show with the details of the Rejection.

Current Return Status

e e e e
e s 02 Sy WSS—m—" LSy GWTW WSS TN W weeas o

] | GG St 4 S|

Name GEORGIA, TESTING SSN 444-44-4444 I
FEDERALISTATE
Federsl REJECTED 8/26/2011 12:45:51 PM 00125555000011
GA REJECTED 00125555000011
KY REJECTED 00125555000021

Federal Rejection Summary

Print Preview ¢  Print this page

Reject Code :0503
Secondary SSM (SEQ 0030) and Spouse’s Name Control (SEQ 0055) of the Tax Form must match data from the IRS
Master File or I filing status (SEQ 0130) equals "4" and Exempt Spouse (SEQ 0163) equals X", then the Secondary SSN
(SEQ 0030) and Exempt Spouse Mame Control (SECt 0165) must match data from the IRS Master File

Reject Code :0502
Employer Identification Mumber {(SEQ 0040) of Form W-2 or Payer Identification Mumber (SEQ 0026) of Form W-2G, and
Payer |dentification Mumber (SEQ 0050) of Form 1099-R, Company or Trust Identification Mumber (SEQ 0120) of Form
2439 and Employer EIN (SEQ 0200) of 499R-2/\W-2PR Record must match data from the IRS Master File

* Note: Form 1099-R is ONLY required when federal income tax is withheld.

e — e

»

m

After viewing the Rejection, click <Edit Return>.
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Resubmitting a Rejected Return — Client Manager
After the Rejected Return has been corrected, the return can be resubmitted from the Client Manager and clicking on
the Rejected Return. Then click ‘Ready to E-File’.

&) OLTProDesktop 2010 V1.0.06 = — =l =l ]
Account ID : AFTAF299T1RC Weleome TESTING
Customer Support 1-877-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT
Business Setup Mode: Direct Input

Client Manager

Client : GEORGIA, TESTING Preparer : TESTING PREPARER [FEReRN
Electronic File
Paper File

Mark Incomplete Protect this return

Mark Complete S — Edit Return View / Print Return  Manage Letters = Print Mailing Label  Backup this return

Delete Return | Manage Appointment | Manage Motes = Wiew client data Coupon

Personal Details Address Details Time Spent(H:M:S5)
Primary Spouse Address H 12 STREET 00:42:50
Name ; TESTING GEORGIA SPOUSE GEORGIA
Income Info
Ci H ATLANTA .
SEN i 444-44-444a 444-44-5555 ity AGI : £42,372.00
DOB : 12-15-1570 12-04-1971 State,Zip : GA 30303 Taxable Income: $23,672.00
Filing Status : joint Phone No  : HOME ([122)212-1212 EIC : £0.00
Ph N H - -
Dependency Info ene Ne Computed Tax : £2,714.00
Resident State : Georgia
1040 : 0 EIC : o Tax Withheld : £4,800.00
2441 : 0 CTC : o ;:Ir_sz :‘ i View Forms List

Federal, State, Extension and SBBT Details

CrodedSte | Sawm | DN | Commnt | ReludorOm) | e S B

Federal REJECTED 00-125555-00001-1 Filed Form - 1040 $2.533.00 Where's my Refund?

State GA REJECTED 00-125555-00001-1 Blected as Piggybackstate £1.973.00 Where's my GA's Refund?|=

State KY REJECTED 00-125555-00002-1 {$2.105.00)

Fed-Bxt (4868) NOT FILED =

Payment Details Receive Latest Checks Return History (Mote: Showing Last 7 Actions) Wiew Full History

Invoicing E-File Bank Product Date & Time bi=] Actions

ldake 3 Pavmen Ready to E-File Checks Printed 09/05/2011 10:33:48 AM  10.0.1.2 Return REJECTED on 8/26/20...

View/Print Existing Invoice Get Status Authorized Checks 08/25/2011 9:37:43 AM  192.163.0.17 View / Print Return by TESTIN...

Payment Summary 08/24/2011 12:55:29 PM | 192.168.0.17 GA QUEUED on 8/24/2011 12...

Payment made on D/24/2011 12:37-18 PM by Cash 08/24/2011 12:55:28 FM | 152.168.0.17 KY QUEUED on 82412011 12...
08/24/2011 12:55:28 PM  1592.168.0.17 Return QUEUED on 8/24/201....
08/24/2011 12:52:46 PM  152.168.0.17 Return Transmitted by TESTIN...
08/24/2011 12:37:18 PM  192.168.0.17 Fayment Made by TESTING F...
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Removing a Return from Queue
To remove a return from Queue, click the link to <Get Status>.

ﬁ OLTProDesktop 2011 V1.0.0.0 EI\ = I@

Account ID : TTHGI4862RW Welcome JUSTIN
nq Customer Support 1-877-OLT-4-PRO (1-877-658-4776) LOGOUT

Business

Client Manager

B ¥ @ v B ‘s -

5 = =, (1] .
Edit View/Print Coupon Delete ViewInput PW Protect | DM Docs Prior Year Letters Print Label Motes Appointments Backup Back
Client : CALIFORNIA, TESTING Preparer : JUSTIN WRIGHT
Personal Details Address Details Mark Incomplete
Primary Spouss Address ;123 STREET Mark Complete
Name : TESTING CALIFORNIA WIFE CALIFORNIA
Income Info
il :  SAINT JOSEPH .
SSN : B76-76-5654 765-76-5765 i AGL E $50,556.00
DOB : 02-02-1370 02-02-1972 State,Zip : MO 64501 Taxable Income: $31,556.00
Filing Status : joint PhoneNo : HOME 234-234-2342 EIC . £0.00
Dependency Info PhoneNo : - ) Computed Tax : £3,886.00
Resident State : Missouri
1040 : 0O EIC : 0 Tax Withheld  : £5,700.00
2441 : O CTC : o ;:D:“?? : View Forms List
Federal, State, Extension and SBET Details Send to Tech Support
redeiome | gme | b | Comen | NeudorOw
Federal GQUEUED FOR TRANSMISSION Filed Form - 1040 $1.476.00 Where's my Refund?
State CA QUEUED FOR TRANSMISSION Direct State ($820.00)

Fed-Ext (4868) NOT FILED

Payment Details Receive Latest Checks Return History (Note: Showing Last 7 Actions) Wiew Full History

Inveoicing E-File Bank Product Date & Time P Actions

Make a Pavment/nvoice Ready to E-File Checks Printed 10/19/2011 1:27-33PM  192.168.0.27 Return Transmitted by JUSTIN ...

M Get Status Authorized Checks 10/19/2011 1:26:08 PM  152.168.0.27 Elected for E-File by JUSTIN W...

Payment Summary 101192011 1:22:58 PM 192.168.0.27 Elected for Paper File by JUST...

Payment made on 10/19/2011 01:21:48 PM by Cash 10/19/2011 1:22:52 PM | 192.168.0.27 Return removed from Queue b...
10/19/2011 1:22:04 PM | 192.168.0.27 Return Transmitted by JUSTIN ...
10W19/2011 1:21:48 PM | 152.168.0.27 Payment Made by JUSTIN WR...
10W19/2011 1:21:37 PM | 1592.168.0.27 Marked As Return Completed ...

You will now have the option to Remove From Queue for Editing or Retransmission at a later date.

ﬂ Current Status of the Customer EI' = |@

Current Return Status

Name CALIFORNIA, TESTING 55N 876765654
Federal GQUEUED
CA GQUEUED
Summary &)  Print this page

emove From Queu

For Edit For Retransmission
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Chapter Six: Using the OLTPro Features

Scheduler

The Scheduler is a feature that allows you to manage your existing or prospective customer’s appointment schedule.

Daily reports are available as well as customizable work hours and meeting durations.

Usine: Bines Protessional Software

Appointment Scheduler for New Client

2 OLTProDesktop 2010 V1.0.0.5 = = =
OLTPRO Account ID : AFTAEZ9971RC Welcome TESTING
Customer Support 1-877-0OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE LOGOUT
Mode: Direct Input

Select Preparer Name | TESTING PREPARER

New Appointment

Select Date and Time

Phone Number

Date Time Duration Purpose REWVIEW
02312011 [Ev oro0am [ 50 |® min Comments
Check for availablitty
Mame NAME APPOINTMENT
S5N 888-83-8888
E-Mail TESTING@OLTPRO.COM

(514)581-5818

Appointment Details on 08/31/2011

(owe | Tme | Cltme | Pume

Select Date to Show Appointments

08/31/2011 08:00 AM - 05:00 AM TEST APPOINTMENT ANOTHER REVIEW

4 August, 2011 4

Sun Mon Tue Wed Thu Fri Sat

Eil 1 2 3 4 5 6

7 g g 10 11 12 13

14 15 16 17 18 19 20

n o2 2 25 % 27

28 29 30 31 1 2 3

4 5 [ 7 g 9 10

[ Today: 8/24/2011
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Letters

Client Organizer
To access the Client Organizer, click Letters > Client Organizer.

2 OLTProDesktop 2010 V1005

() OLTeno)

Blank Organizer

New Clients,

Returning Clients
2009 Organizer
2009 Year Clients

Search By
B =

Value

2010 Organizer Client g
[ Include Preseason Letter
Report Showing [1 to 4] of 4 Clients

Account ID : AFTAE29971RC
Customer Support 1-877-OLT-4-PRO (1-877-638-4776)  ACCOUNT CREATE

Client Organizer

=J

Welcome TESTING
LOGOUT
Mode: Direct Input

Print Letters

Mailing Labels

NEWYORK TESTING 111111111

[C]  MISSOURITESTING 222222222
[C] | COLORADOTESTING 333333333
] GEORGIATESTING 444444444

int Preview &% Print Organizer Select All Clear All

SN | eS| Fopmin |

SINGLE
HOH
SINGLE
JoINT

TESTING PREPARER
TESTING PREPARER
TESTING PREPARER
TESTING PREPARER

To Print a Client Organizer, click the box(es) for the customers and click <Print Organizer>.

() OLTeno

2010 Organizer
Blank Organizer
Report

New Clients
Returning Clients
2009 Organizer
2009 Year Clients

Search By
s8N -

Value

24 OLTProDesktop 2010 V1005

Account ID : AFTAE2997IRC
Customer Support 1-877-OLT-4-PRO (1-877-658-4776) ACCOUNT CREATE

Business

Letters

it Organizer for New Clients

=

Welcome TESTING
LOGOUT
Mode: Direct Input

Flude Preseason Letter
ing [1to4] of 4 Clients

SSN
NEWYORKTESTING 111111111
[F] MISSOURITESTING 222222222
COLORADO TESTING 333333333
[7] GEORGIA TESTING 444448844

& Print Organizer Select All Clear All

SINGLE
HOH
SINGLE
JOINT

TESTING PREFARER
TESTING PREPARER
TESTING PREPARER
TESTING PREPARER
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Standard Letters
To access the Standard Letters, click Letters > Print Letters.

24 OLTProDesktop 2010 V1.0.0.5 (=

OLT Account ID : AFTAE2997IRC Welcome TESTING
S ERE Customer Support 1-877-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT

Business Mode: Direct Input

Letters

Print Letters Client Organizer Select Preparer Name | — SELECT ALL PREPARERS — =

Search By Select Letter Type Previews ¢ Printthis Letter Select All Clear All
ssn B Mailing Labels
Showing Pr fonLetter [1 to 4]
[Tl COLORADO.TESTING 333333333 9703333333 TESTING PREPARER
[[] GECRGIATESTING 444444444 1222121212 TESTING PREPARER
[C] MISSOURITESTING 222222222 1515515151 MISSOURI@OLTPRO.COM TESTING PREPARER
Sample Letter [Tl NEWYORKTESTING RARRRRRER! 2122121212 | APPLE@OLTPRO.COM TESTING PREPARER

Select Sample
Letter Type

Presessen =

Generate Sample
) Letter

Preview Sample Letier

&hFrint Sample Letter

Note:
To Print Letter
Please check box
and 'Select Check
Box and Click’ Print
Preview / Print
sample Letter Link

OLTPro provides 8 Standard Letters that you can print for the taxpayer.

To print all taxpayer letters at one time, select the Letter Type from the Drop Menu, then check the box(es) next to the

taxpayer name. Click <Print This Letter>.

24 OLTProDesktop 2010 V1.0.0.5 (=

OLT Account ID) : AFTAF29971RC Welcome TESTING
. fﬁg Customer Support 1-877-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT

Business Mode: Direct Input

Letters

Print Letters Select Preparer Name  — SELECT ALL PREPARERS — .

EEEEI Salact Lettar Typa  Preseasan [5) Print Preview & Print this Letier Select All Clear Al

£ Preseason
Showing PreSession g3 =050,

== L piroicien.sser

InveicsLetier

970-3333533 TESTING PREPARER
[Show all| .TPSTI PostSessionLetter 1222121212 TESTING PREPARER
[ MISSOURLTESTI PaperfiingLener 1515515151 MISSOURIGOLTFRO.COM TESTING PREPARER
Sample Letter [ NEwyoRK TEST) SETERm oucherCovarL auer ALRAREA 2122121212 | APPLE@OLTPRO.COM TESTING PREPARER
Salact Sample
Letter Type
Prasaasan -

Generate Sample
O Ceer

Preview Sample Letter

& Print Sample Letter

Note:
To Print Latter
Please chack box
and 'Select Check
Box and Click’ Print
Praview / Print
sample Letter Link
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Creating Custom Letters
To create a Custom Letter, go to the Setup Tab > Settings > Custom Letter.

24 OLTProDesktop 2010 V1.0.0.5 el & ==

@ OLT B Accomntm capmaEzssiRe Welcome TESTING
porsferledbibed  Ciustomer Sugport 1-§77-OLT4-PRO (1-E77-655-4776)  ACCOUNT CREATE LOGOUT

Individual Business Mode: Direct Input

Preparer
Marketing
Note User / Preparer Account Summary
Coupon (min 6, max 25 Char}
* In order to !
create 'Praparer / User Defined Description (min 6, max 25 Char}
User Account' this Schedul ~
system should be Bt Privileges
connectad to the Work Hours [ select all
Internst.
Pl | etter Head [7] pisable this
* plaase verify the = et

[C] Show All Clients
to Preparer

an account. Paid Praparar Information @ PREPARER ID () FIRM 1D

* Check (Uncheck) (generated on all tax forms) [C] client Manager
the "Delate Client D Efil
Records”, "Delete i

Firm Records" to (] < [[] Scheduler
=nable (disable) "
delete privilege (s Ul e=r [ Letters
option (Oregon state Preparers Only)
HYTPRIN 0] Bank
(For NY State Tax Preparers anly) [l check Printing
PIN Signature Numbe [C] Reports
€-Mail Addrass [C] Forms
umbar o Ph Ho 2] Toals
Power Of Attorney Information 0] support
o N . = [7] Delete Client
reparer Designation e
S adr=r [F] Delete Firm
Jurisdiction Records
[C] Medify Invoice
Pricing

7] File Amended

To create a Custom Letter, name the letter and enter the information to generate the letter. There are Custom Fields
that can be auto-inserted into the letter by clicking the preferred field and clicking the button >>. Once the letter is
complete, click <Save Letter>.

NOTE: Check the box reading <Check here to show letter on view or print> to include with Standard Letters.
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Custom er Settings

E=8E=1 =

Welcome TESTING

OLT Account ID : AETAF2997IRC

e Pﬁg Customer Support 1-877-OLT-4-PRO (1-877-688-4776)  ACCOUNT CREATE LOGOUT
Individual Business Mode: Direct Input

reparer Firm  Pricing  Settings W

Generate letter on Custol
view or print

Note : * (Check t
box to include
letter(s) on view or

print} Desig ient Letter
[C] PreSession Letter

[F] Scheduiing Letter

CUSTOM LETTER

Custom Letters Summary

= E:\:ldc here, to show letter on view or i

CUSTOM LETTER

TAXPAYER PHONE

RetumStatus
Ll TAXPAYER E-MAIL

SPOUSE NAME
PostSession SPOUSE S5N
B (e PREPARER NAME
PREPARER SSN
[C] PaperFiing Letter PREPARER PHONE

PREPARER E-MAIL
@] EstTaxPmtVoucher FIRM NAME
Coverletter FIRM ADDRESS
FIRM CITY STATE ZIP

o= FIRM E-MAIL
CURRENT DATE

APPOINTMENT TIME
APPOINTMENT DATE

FED PAYMENT VOUCHER

ST PAYMENT VOUCHER

FED ST RETURN DETAILS
FED ST PAYMENT DETAILS
SIGNATURE NAME
SIGNATURE PHONE NUMBER

—)

After the letter is created,

B PrivacyNotice TAXPAYER NAME [CUSNAME:]
Letter TAXPAYER 55N [CUSADDRESS!]
TAXPAYER ADDRESS [CUSCSZ]
[Z] Invoice Letter TAXPAYERCITY STATE ZIP

DEAR [CUSNAME}

 THANK YOU FOR CHOOSING SAMPLE TAX COMPANY FOR YOUR TAX
PREPARATION NEEDS. WE LOOK FORWARD TO WORKING WITH YOU THIS
 TAX SEASON.

 THANK YOU-

[FIRMNAME]
[FIRMADDRESS ]
[FIRMCSZ]
[FIRMPHONE]

) CEEEE [eestr)

it will be now listed with the Standard Letters.
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Quick Estimator
To access the Quick Estimator, click Tools > Quick Estimator.

24 OLTProDesktop 2010 V1.00.5 o] 2 =

LT'PRO Account ID : AETAF2997IRC Walcome TESTING
borsfmmprlilideld|  Customer Support 1-877-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT

Business

Mode: Direct Input

Quick Estimator

Bank product Quick Estimator

Client Information Income, Adjustment, and Pay
MFJ vs MFS Comparison Chart
First Name pouss
Datalof beth Document Manager < -
Initial
W-s Gross Financial Calculator
Last Name
Advance EIC From W-2 Downlead Font
SSN
Retirement Income (1093R) Data Conversion
Dependents Information unemployment Calculator
Total Number Dependents / Children o Schedule C/EZ Net Profit (Loss) IntngﬁtEWlth Site
How many qualify for Child Tax Credit 0 Eaimilin (L0 s () D
How many qualify for EIC o K-1(Form 1065), box 14(coda A) e Gt At
" ToyGsdis B Other Income
ow many qualify for childears
74 Social Sacurity Batch Printing Retums.
Total childcare expenses 50 S Sepeimaier
withholdings and Payments =0 =0
Claiming Exemption @ Yes la @Yes ©No
Print Preview &5 Print Estimator g 5
Quick Estimator Tax Return Details
Single Joint Hoh Separate Widaw

Total Income

Total Adjustmants
Total Adjustad Gross Income
Standard Deduction
Exemption

Taxable Income

Tax

Total Tax Credits
Total Tax

Earnad income eradit
Total Payments
Refund / Amount Owe

The Quick Estimator will generate a basic estimation of the anticipated Refund or Amount Due. Enter as much

information as the taxpayer gives, then click the button <Calculate>. The Quick Estimator can be Printed using the
<Print> link.
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OLT Account I : AETAF2997IRC Welcome TESTING
LAt Customer Support 1-577-0LT.4-PRO 01 877658477 ACCOUNT CREATE LOGOUT
Setup Mode: Direct Input
r r r rs rms  Tools
Quick Estimator
Client Information Income, Adjustment, and Payment Information
First Hame TESTING [AIGED) Crmea
Date of birth 01 0 |01 [ 1978 [ A b A
Initial
- 25000 0
Last Name ESTIMATOR W2 Gross 5 ‘
Advance EIC From W-2 0 3]
ssn 789-89-8983
Retirement Income (1099R) 50 50
Dependents Information Unemployment 50
Total Number Dependents / Children 1 Schedule C/EZ et Profit (Loss) $ 0
How many qualify for Child Tax Credit |0 Schedule F Net profit (Loss) s
How many qualify for EIC 0 K-1(Form 1065), box 14(code A) % 0
Other Income 50
How many qualify for childcare 0
Social Security $0
Total childeare expenses /3500 A — 0
Withholdings and Paymants sl
Clziming Exemption @Yes O No ® Yes ® No
Print Preview ¢ Print Estimator _H ek -"
Quick Estimator Tax Return Details
Single Joint Hoh Separate Widow
Total Income 525000 525000 525000 525000 525000
Total Adjustments s0 so0 so0 so0 s0
Total Adjusted Gross Income $25000 $25000 $25000 $25000 $25000
Standard Deduction $5700 $ 11400 $ 8400 $5700 $11400
Exemption $7300 $ 10950 $7300 $7300 $7300
Taxable Income 512000 52650 59300 512000 56300
Tax 51385 5266 5933 51385 5633
Total Tax Credits 51050 s0 5933 51050 5633
Total Tax 5335 5266 so 5335 50
Earned income credit s0 so0 so0 so0 s0
Total Payments. $400 5800 5400 5400 $400
Refund / Amount Owe $65 $534 $400 S65 $400




MFJ vs. MFS Comparison Chart

The MFJ vs. MFS Comparison Chart can be accessed by going to Tools > MFJ vs. MFS Comparison Chart.
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6 OLRRO Account ID : AFTAE299TIRC
bbbl Customer Support 1-877-OLT4-PRO (1-877-688-4776)  ACCOUNT CREATE

r

Search By

SSN hd
value

[Serart

Business Setup

r r rs

Married Filing Joint Vs Married Filing Separate

[E=3 il ==

Welcome TESTING
LOGOUT
Mode: Direct Input

Quick Estimator

Showing [1 to 1] of 1 Client

e e s
444424444

(GEORGIA, TESTING

PhoneNo Filin|
122.2121212 Marrg

Bank product Quick Estimator

Document Manager
Financial Calculator
Download Font

Data Conversion
Calculator

Integrate with Site
Depreciation Summary
Archive Client Return
Batch Printing Returns

Signature Pad

Double-Click on a taxpayer’s name to open the chart. The chart will show the breakdown between the two filing status’s.

==l

ﬂq Client Return
Married Filing Joint Vs Married Filing Separate
joint
Total Income 542549
Total Adjustment 177
Total Adjusted Gross Income § 42372
Deduction (Standard / Itemized ) 511400
Exemption 87300
Taxable Income £ 23672
Tax s2714
Alternative minimum tax )
Totsl Cradits )
Total Tax 5 3067
Total Payments $ 5600
Refund / Amount Owe 5533

separate

§42545
5177
§42372
55700
33650
$ 33022
54535
80

50
54388
$ 5200
5312

80



Document Manager
To access the OLTPro Desktop Document Manager, click Tools > Document Manager.

2 OLTProDesktop 2010 V1.00.5 =
o LT Account ID : AETAF2997IRC Weleome TESTING.
Ll Customer Support 1-877.0LT4 PRO (1-877-658.4776)  ACCOUNT CREATE Locout

Setup A ect Input

Document Manager Select Pre| Quick Estimator Ers — -
Search By Bank product Quick Estimator N
ssh 7| EEmiEEEs MF) vs MES Comparison Chart
Value

There are no customers in your list

Financial Calculator

Download Font

Data Conversion

Note:
> To Show Calculator
po el Integrate with Site

click' the return
Depreciation Summary

Archive Client Return
Batch Printing Returns

Signature Pad

To add a document, click <Show Existing Clients>, then double-click on a taxpayer name. Then click the <Add> button
and complete the requested information. Once complete, click <Save Document>.
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a OLER 0 Account ID : AETAE2997IRC Weleome TESTING
ot bl  Customer Support 1-§77-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT
Business Setup Mode: tInput
Tools
Document Manager Selact Praparar Name | SELECT ALL PREPARERS — -
Search By
ssn = Showing Existing Clients Show New Clients

Showing [1 to 4] of 4 Clients

SSN
IS COLORADO, TESTING 333333333 TESTING PREPARER O e T T T
Note: GEORGIATESTING T TESTING PREPARER
- 7o Show WISSOURL TESTING TESTING PREPARER
Documents plesse | NEWYORKTESTING RNRERRALY TESTING PREPARER
dlick’ the return BLANK
24 Document Manager
Add Document

First Name: [[ESTING

S NEWYORK

= 111-11-1111

Document Description |
Path / Filename for Document [Browse |

Note : "JPEG","GIF"."PNG","TXT","DOC",
"PDF","EMP",".XLS" Docurnent Types Only Supported.

v—_....____

Document Name

Document Type




The saved document will be accessible both here as well as within the Client Manager. Click <DM Docs> to view the
files.
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Account [D : TTHGI496IEW Welcome JUSTIN
Customer Support 1-877-OLT4-PRO (1-877-658-4776) LOGOUT

Mode: Direct Input

Client Manager

. — ey
. B o | oo BB Y @ 1 P &
Edit View/Print Coupon Delete ViewInput PW Protect | DM Does PriorYear Letters Print Label Motes Appointments Backup Back
Client : CALIFORNIA, TESTING Preparer : JUSTIN WRIGHT
Personal Details Address Details
Primary Spouse Address 123 STREET
Name : TESTING CALIFORNIA WIFE CALIFORNIA
Income Info
Ci : SAINT JOSEPH .
SSN  : 875-76-5654 765-76-5765 i AGI : $50,556.00
DOB ; 02-02-1570 02-02-1872 State,Zip : MO 64501 Taxable Income: £31,556.00
Filing Status : Joint PhoneNo : HOME 234-234-2342 EIC . £0.00
Dependency Info Phone No ; B Computed Tax : £3,886.00
Resident State : Missouri
040 : 0 EIC : o Tax Withheld H £5,700.00
2441 : 0O CTC : o] ;:.r_mf ? : View Forms List
Federal, State, Extension and SBBT Details Send to Tech Support
| Federl/State | Satw DN | Commet | Refundor(Owe)
Federal QUEUED FOR TRANSMISSION Filed Form - 1040 $1.476.00 Where's my Refund?
State CA QUEUED FOR TRANSMISSION Direct State ($820.00)

Fed-Ext (4868) NOT FILED

Payment Details Receive Latest Checks Return History (MNote: Showing Last 7 Actions) Wiew Full History

Invoicing E-File Bank Product Date & Time P Actions

Make a Payment/invoice Ready to E-File Checks Printed 10M19/2011 1:27:33 PM 192.168.0.27 Return Transmitted by JUSTIN ..

View/Print Existing Invoice Get Status Authorized Checks 10192011 1:26:08 PM  192.168.0.27 Elected for E-File by JUSTIN W...

Payment Summary 10011972011 1:22:58 FM 192.168.0.27 Elected for Paper Fie by JUST..

Payment made on 10/18/2011 01:21:48 PM by Cash 10M11%2011 1:22:52PM | 152.168.0.27 Return removed from Queue b...
10/1%2011 1:22:04 PM  152.168.0.27 Return Transmitted by JUSTIN ..
10/19/2011 1:21:48 PM  152.168.0.27 Payment Made by JUSTIN WR..

1W19/2011 1:21:37 PM | 1592.168.0.27 Marked As Return Completed




Changing Themes
To change the color scheme (theme) of OLTPro Desktop, click Setup > Settings > Change Themes.
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@ OLTero

Account ID : TTHGI4962RW
Customer Support 1-877-OLT-4-PRO (1-877-658-477

Welcome JUSTIN

Preparer |
Preparer / User Mana( Configuration
Marketing
Preparer Login Inforn|
Coupon
Account Name (min 6, max 25 Char}
Password User Defined Description {min 8, max 25 Char)
Confirm Passvord Scheduler Privileges 1 WRIGHTTAX [ADMINI
5 = 2 NICHOLEMARIE
Password Hint Work Hours Select All Delete Firm 5 WRIGHTTAXMARK
Preparer Information | er Head Disable this Records
First Name. Account Modify Invoice
S i Show All Clients Pricing
Paid Praparer [nfnrmat\%r File Amended
(generated on all tax farms} lent Manager Remove Print
Efile SSN Setting
i . Scheduler NONE
LTB/LTC Number Letters
(Oregon state Preparers Only) —
NYTPRIN
=
(For MY’ Stats Tax Preparers only) Ehestlbunhog
PIN Signature Number Reports
=
E-Mail Addrass REm
o Tools
Humber of Years a5 CPA Bh 1
° ] support
Power Of Attorney Information Delete Client
Preparer Designation Records
CAF Number
Note
Jurisdiction
* In order to create 'Preparer / User
Account' this system should be connected to
the Internet.
* Please verify the Internat connaction
before you create =n sccount.
* Check (Uncheck) the "Delete Client
Records", "Delete Firm Records" to enable
(disable) delete privilege option

Now, you can upload your logo in the Recommended Dimensions and change the color scheme. Click Apply & Save.
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Account I : TTHCI496IRW
Customer Support 1-877-OLT-4-PRO (1-877-658-4776)

a OLTero
":;:i::asl Bi

Change Theme Welcome Screen Image

Welcome JUSTIN

55

Appearance
® ® ® ® ® ® ® ®
= HHBHEEEN

Logo

Recommended Dimension (145 = 40]

OLTero

OnlLine Taxes Prof nal Software

Fecommended Dimension (280 x 110]

Icon

Fecommended Dimension (32 x 32|

Fecommended Dimension (490 x 545)




Chapter Seven: OLTPro Desktop Reports

Client Data Report
To access Client Data Reports, navigate to Reports > Client Data Report.

24 OLTProDesktop 2010 V1005 ==
a OLI-PR B sccounesasmamooninc Weleome ESTING
bbbl  Custommer Support 1-877-OLT-4-PRO (1-877-6384776)  ACCOUNT CREATE LocouT

Mode: Direct Input

Print Previgw Brint Preview

(EakEnoey Client Data Report for Address and E

All Repons -
Based on

Efile Data Report

Total N b f Ret: 15
NI e T () Refund Advantage Data Report

e} PrintLabel &P Print this Report

NY

Address and Email %

Office Revenue Report

[F] Show all
preparars clisnts

TESTING NEWYORK 111111111 APPLE@OLTPRO.C.. 12 STREET NEW YORK 10101
Advanced Opfions TESTING MISSOURI 222222222 MISSOURI®OLTFR... 12 STREET SAINTJOSEPH MO 64501
Description TESTING COLORADO 333333333 12 STREET LOVELAND €O 80538

= Client Data TESTING GEORGIA 444444444 12 STREET ATLANTA GA 30303

Eeeoriogiarsss TESTING MICHIGAN 555555555  MICHIGAN@OLTFR .. 12 STREET PIGEON il 48755
and Email List

Return result

Next, click on the drop down menu for the Category of Report you wish to generate. Then specify how to sort the
Report by selecting from the Based On drop down menu. Once the report has been selected, click the button <Make
Report>. After the report has been generated, the options of Printing, Exporting to Excel, or Previewing are available.
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a OL',BR B ccount D caTTan2057IRE Weleome TESTING
vl Customer Support 1-877-OLT-4-FRO (1-877-658-4776)  ACCOUNT CREATE Locout

Business Setup Mode: Direct Input

Reparts
Ay i ‘ontact List '
Cient Conmer |
otal Number of Return(s) : 5 Print Mailing () Avery (30 Per Pa, BTk
Based on Labels
O Avery 8167 (80 Print this Report
<
i
preparsrs clents NEWYORK 111-11-1111 APPLE@OLTPROC... 12 STREET NEW YORK
£dvanced Optins TESTING MISSOURI 222.22.2222 MISSOURIZOLTPR... 12 STREET SAINTJOSEPH MO
Description TESTING COLORADO 333-33-3333 12 STREET LOVELAND co
* Client Data TESTING GEORGIA 444444444 12 STREET ATLANTA GA

S_Efﬂftfﬂf Canizs: TESTING MICHIGAN 555-55-5555  MICHIGANEOLTPR... 12 STREET PIGEON Ml
i

First Name

Return result




E-File Data Report
To access the E-File Data Report, navigate to Reports > E-File Data Report.
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OLTBR 0 Account ID : AETAE2997IRC Weleome TESTING
berfomrtedelidobed  Customer Support 1-877-OLT-4-PRO (1-877-658-4776)  ACCOUNT CREATE LOGOUT

Business Mode: Direct Input

Client Data Report

Print Previews Print Previews

Category E-File Data Report with Federal - Accepte
All Reports -
Based on Total Number of Returns : 1

! Refund Advantage Data Report
e<]  Print Label Print this Report
Faderal - Accapte |7 e)  PrintLabel & Printthis Report

[ Show all

praparers clisnts

Office Revenue Report

SSN / EIN Taxpayer Name

11111111 NEWYORK, TESTING 1040 single 00125555000031
Advanced Options

Next, click on the drop down menu for the Category of Report you wish to generate. Then specify how to sort the
Report by selecting from the Based On drop down menu. Once the report has been selected, click the button <Make
Report>. After the report has been generated, the options of Printing, Exporting to Excel, or Previewing are available.
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@ OL.H’R 0 Pk Weleome TESTING
besbertrdoliobed|  Customer Support 1-877-OLT-4+-PRO (1-877-6584776)  ACCOUNT CREATE LosouT

Business Setup Mode: Direct Input
Reports

Gategory. -File Data Report with Federal - Accepted List
AllRapons -
Based on otal Number of Returns : 1 Print Mailing & Avery (30 Per Page) Print Preview

Labels .

{0 Avery 8167 (80 Per Page)  Print Label

111111111 NEWYORK, TESTING 1040 single

Federal - Accepte |7

[ Show all

preparers clients

Advanced Options




Office Revenue Report

To access the Office Revenue Report, navigate to Reports > Office Revenue Report.

24 OLTProDesktop 2010 V1.0.0.5
6 o Lﬁn Y ceount 1D AFTAER9TIRC
brvswmrledblflobed  Customer Support 1-877-OLT4-PRO (1-877-658-4776)  ACCOUNT CREATE

Business

E=S =l =)
Welcome TESTING
LOGOUT

Mode: Direct Input

(Categary] Office Revenue Report for Non - Banking List
Al Reports -

Based on

Client Data Report

Efile Data Report
Refund Advantage Data Report

* Indicates Number of Payments
Total Number of Record(s): 1
Non-Banking |

preparers clients TESTING PREPARER{ CREATEACCOUNT } [AD... 2 105 0 o0 0 105

Print Preview & Print this Report

Amoun

Description
* Office Revenue
Report for Non -
Banking List.

[T 1nclude Period
Period

087252011

08/25/2011

Next, click on the drop down menu for the Category of Report you wish to generate. Then specify how to sort the
Report by selecting from the Based On drop down menu. Once the report has been selected, click the button <Make
Report>. After the report has been generated, the options of Printing, Exporting to Excel, or Previewing are available.
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a o Lnn P ccount 0 AFTAERSSTIRC
bvrelomrleblrbedl  Ciustomer Support 1-877-OLT-4-PRO (L-877-688-4776)  ACCOUNT CREATE

Business Setup

== ==

Welcome TESTING
LOGOUT
Mode: Direct Input

Description
= Office Revenus
Report for Non -
Banking List.

[C] tnclude Period
Period

08/25/2011

08/25/2011

e

Category
Al Feports -
Payments
Based on i Print Preview & Print this Report
i(s):
Mon-Banking | %
show all Preparer Name By Cash * By Cheok * By Money Order * Total Amount
preparers clients TESTING PREPARER( CREATEACCOUNT ) [ AD. 2 105 0 o 0 0 105
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Chapter Eight: Fee-Collect Options

Processing a Bank Product Return
For Fee-Collect options, OLTPro offers many partners. In order to access this payment option from within the tax return,
you must have the return Marked Complete and selected for Electronic Filing. Then click <Make a Payment/Invoice>.

NOTE: You must REGISTER AND BE APPROVED by an OLTPro Bank Partner before this option will be available.

ﬁ OLTProDesktop 2011 V1.0.0.0

0]

m

-

=
~=

v . § (1}
Edit View/Print Coupon Delete ViewInput PW Protect | DM Doecs Prior'Year Letters Print Label Motes Appointments Backup

Client : CALIFORNIA, TESTING

Preparer : JUSTIN

(=@ =]
Welcome JUSTIN

LOGOUT
Mode: Direct Input

Back
GHT

Personal Details
Primary
Name : TESTING CALIFORNIA

Spouse
WIFE CALIFORNIA

Address Details

SS5N i B876-76-5654 785-76-5765
DOB : 02-02-1570 02-02-1972

Filing Status : joint

Dependency Info

1040 : o EIC : o

2441 o CTC : o

Federal, State, Extension and SBBT Details

Address 123 STREET

City : SAINT JOSEPH

State, Zip : MO 64501

Phone No : HOME 234-234-2342
PhoneNo : - -

Resident State : Missouri

Y’ Mark Incomplete

£ @ Mark Complete

Income Info

AGI £50,556.00
Taxable Income: £31,556.00
EIC £0.00
Computaed Tax : £3,886.00
Tax Withheld £5,700.00
;:,r_mf?' : View Forms List

Send to Tech Support

Retre or ©we)

Federal GUEUED FOR TRANSMISSION Filed Form - 1040 $1.476.00 Where's my Refund?
State CA GUEUED FOR TRANSMISSION Direct State ($820.00)
Fed-Bxt (4868) NOT FILED
Payme etails Receive Latest Checks  Return History  (Note: Showing Last 7 Actions) View Full History
Invoici E-File Bank Product Date & Time izl Actions
Make a Payment/invoice Ready to E-File Checks Printed 10/19/2011 1:27:33PM  192.168.0.27 Return Transmited by JUSTIN ..
Wiew/Print Existing Invoice Get Status Authorized Checks 1V19/2011 1:26:08 PM | 192.168.0.27 Elected for E-File by JUSTIN W...
Payment Summary 1W19/2011 1:22:58 PM | 192.168.0.27 Elected for Paper File by JUST..
Payment made on 10/18/2011 01:21:48 PM by Cash 11972011 1:22:52 PM | 192.168.0.27 Return removed from Queue b...
11972011 1:22:04 PM | 192.168.0.27 Return Transmitted by JUSTIN ..
11972011 1:21:48 PM | 192.168.0.27 Payment Made by JUSTIN WR..
101192011 1:21:37 PFM | 192.168.0.27 Marked As Return Completed ...
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After clicking <Calculate>, the option to select the Fee Collect Product that you have successfully registered for will now
be available.

m Payments - Summary Of Charges @
Charges @ Federal and State () Federal Only (7 State Only
FEDERAL Manual Rate £75
Mo Manual Rate 525 Federal Charges  pogify ~ State Charges Moy
;gf/aalme §75 ;:;a;b\a $25
Discount 50 Discount  $0
Additional %0 Additional 0

Account Summary Total Amount to be
Paid
Net Federal Charges  $75 Net Preparer Fee's $ 100 an

MNet State Charges %25

Non Banking

Amount Paid  $100
@ Cash

() Check

() Money Order

$ 100

Payment Invoice Option Do You Want to E-File this return now?
@ Invoice Only ® No

After clicking on the tab of your Bank Partner, you will have the option to select any and all products offered by that
Bank Partner. Complete the required information, select <Yes> to E-File this return, and select <Update Payment>.

ﬂa Payments - Summary Of Charges @
Charges @ Federaland State  (0) Federal Only () State Only
FEDERAL Manual Rate 575
Mo Manual Rate 525 Federal Charges  pogify  State Charges Madifs
Total Total
payable $75 payable 525
Discount 50 Discount §0
Additional %0 Additional £ 0
Account Summary Total Amount to be
Net Federal Charges $75 Net Preparer Fee's $ 100 Paid
Net State Charges $25 $ 100
Refund Advantage
@ RA-ER @ RA-RAL
@ Check
() Debit Card

@ Direct Deposit

[7] Check hers for SRT (State Refund lmnsfsr}

Payment Invoice Option Do You Want to E-File this return now?

@

The screens that follow will guide you through generating the necessary documents and provide all disclosure
documents before allowing e-filing of the tax return.
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Bank Product Reporting
To access Bank Product Reports, navigate to Reports > [Bank Partner] Data Report.

NOTE: The name of the Registered Bank will be displayed.

2 OLTProDesktop 2010 V1.0.0.5 =] 2 ==
@ OLTPRO Accoun| £ ID : AETAT2997IRC Weleome TESTING
Po--cileammmertemllinlacty Customer Support 1-877-OLT4-PRO (1-877-658-4776) ACCOUNT CREATE LOGOUT

Business Setup Mode: Direct Input

My Office Manager ~ Client Manager EFile  Scheduler Letters Bank Check Printing | Reports | Forms  Tools  Support
Refund Advantage Client Data Report

Category Efile Data Report
Al Reparts %y Total Number of Returns : 0 _ int Previews ¢S Print this Report 2
Based on Office Revenue Report |
ER-Queued -
e e

[FawTeer]

Next, click on the drop down menu for the Category of Report you wish to generate. Then specify how to sort the
Report by selecting from the Based On drop down menu. Once the report has been selected, click the button <Make
Report>. After the report has been generated, the options of Printing, Exporting to Excel, or Previewing are available.

Rif OLTProDesktop 2010 V1.00.5 R <
@ rmmm:,aﬂ,\nwzkc o _ Welcome TESTING.
brefrriedolbided  Customer Support 1-877-OLT4-PRO (1-877-6884776)  ACCOUNT CREATE LocouT
Business Setup Mode: Direct Input
MyOffice Manager  Client Manager  E-File  Scheduler Letters Bank Check Prning  Reports | Forms  Tools  Support
| Refund Advantage |
:t;:;z = _rlls:[l PrintPreview & Printthis Report
Based on
ERQueed B
B et s

Bank Product Partners
Bank Products allow the taxpayer to pay the ERO fee’s out of the refund and receive the refund disbursement after all
fees have been deducted.

All OLTPro Bank Product Partners can be found at http://www.oltpro.com/main/pro/bank.asp.



http://www.oltpro.com/main/pro/bank.asp

OLTPro Professional Tax Software

Online User Guide
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Chapter Nine: Setting Up Online Software

Creating an Account
From OLTPRO.com homepage, select <Create an Account>.

Click <Create Web Account>

©,

OLTrro

OnLine Taxes Professional Software

Home AboutUs Products Customer Service  States  Tax Corner

OnLine Taxes Professional Tax Preparation Software

OMLINE TAXES PROFESSIONAL EVALUATION RETURNS

Thanlk you for your interest in OLT PRO, OnLine Taxes
Professional Seftware. Our online evalnation account is FREE
and will allow you to prepare and e-file up to 5 returns! This
includes prep software for both individual 1040 retmwrns and all
states that require a tax retmn to be filed.

An EFIN (Electronic Filer Identification Munber) is required to
e-file tax retwns thorough our software.

Don’t have an EFIN? You will need to complete IRS Forin
8633, Application to Participate in the IRS e-file Program. For
more information on Foim 8633 and becoming an FR.O please
ViSit WWW.iI's.gov

Request Demo CD

Create TWeh Account

Toll-Free Sales: 1-877-0LT-4-PRO

Get the POWER of PRO :::

Quick Links

LT PRO Accounts
Create an Account

® | ooin to my Account

® Purchase Software

® Renewfor 2011TY

® Download ProDeskiop Updates

Supported Forms
® Federal Forms List
® Ctate Tax Forms Formes List

Questions
® Why RS E-File?
® Form 8633 FAQS

More Information

® Online Taxes Guarantee
® PrivacyiSecuri

& Site Limitations
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Input your basic information and click <Continue>.

OnLine Taxes Professional Tax Preparation Software

Please enter your information below and click 'Continue' to
receive your FREE 2011 Of 7pro Professional Tax Software

Evaluation Kit!

First Name: ‘

Last Name: ‘

Company Name: ‘

Address: ‘

City: ‘

ste: [ o]

Zip code: ‘

&
Phone nunber ‘ ‘ |

Fax Nunber: ‘ ‘ - |

Finail: ‘

Do you have an FFIN (Flectronic .
Filers Identification Number)? Oves Ono

Number of e-filed retwrns last year ‘

Do you offer Bank Products? Owes ®No

Arve you a Service Burean? Owves ®No

What software do you cwrently use?: ‘

How did you learn about us? ‘
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Create your login information for the Administrator Account and click <Create Account>.

ACCOUNT INFORMATION

STEP 1: ACCOUNT INFORMATION

Account Name: | | ?

(Must be atleast 6 characters, no spaces)

Password: | |E|
(hust be atleast 6 characters)

Confirmn Password: | |

(Retype your password)
Password Hint: | |E|
(e faworite pet's narme, highschool narne, ete)

Email Address: | |E|
(Must be a valid address)

=

{ Note : Enteryour last name if a firm name does not exists)

Firm Name : |

STEP 2: CODE YERIFICATION

To ensure the security, we are asking you to type yvour code in the text
hox.

Your Code: -

Enter the code: | |

(This prevents automated registrations)

m—) [y

Agree to the terms of software usage in order to continue.

>

ON-LINE TAXES PRO USER AGREEMENT

This Agreement ("Agreement") 15 a legally binding contract made by and
between On-Line Tages, Inc. ("On-Line Taxes", "We", "we", "', o "us" and
you ("Tou!, Myou!, " Tour', or "your'), which governs your use of On-Line
Taxes' web site (the "Web Bite", OLT Pro tax preparation software (the
"Software), and the services that we offer on our Web Site (the "Services").

BY CLICEING THE 'T AGREE" BUTTON (See Below) OR.
ACCESEING OF USING ANY PAET OF THE WEE SITE, THE 80FTWARE,
OF THE SEEVICES YOU AGEEE THAT YOU HAVE READ,
UNDEESTAND, AND AGREE TO BE BOUND BY THIZ AGREEMENT
AND FUETHER THAT YOU HAVE TAKEM ALL ACTIONS REQUIRED OF
YOU PEICER TO USING THE WEE SITE, THE SOFTWARE, OR. THE
SEEVICES ON BEHALF OF YOUEREZELEF AND ON BEHALF OF ANY
THIRD-PARTIES IF YOU DO NOT AGEEE TO BE 30 BOUND, OF YOU
HAVE NOT TAKEN SUCH ACTION, YOU SHOULD SELECT THE 'I DO
NOT ACCEPT" BUTTON AND DO NOT ACCERS OF. USE ANY PART OF
THIZ WEB EITE, OF THE SCOFT'WAERE, OF THE SERVICER

INTERNET TECHMNOLOGY, TAX LAWS, AND THE RULES AND
EEGULATIONS OF TAXING AUTHORITIES CHANGE FREQUENTLY.
ACCORDINGLY, ON-LINE TAXES RESERVES THE FEIGHT TO MAKE
CHANGERS TO THIS AGREEMENT

TOU MAY OBRTAIN A COPY OF THIS AGEEEMENT EITHEE.
THEOUGH OUR WEBRITE, OLT.COM, OR BY SENDING A FORMAT, 2
EEQOUEST WITH THE SUBJECT LINE "PLEASE SEND ON-LINE TAXES

Follow the on-screen instructions to complete your registration.
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Creating Admin Preparer

From the <Setup Tab> select <Preparer Info>.

Freparer Info

Firm Info
Preffered ID
| Account Info

Pricing

Fricing Details

Adil Hew IP Security
View AllIP

)Y Enable Disable IP Security

Preparer’s Login
Summary

Click <Create New Preparer> and input the Admin Preparer Information.

PREPARER INFORMATION

Oct 24

Preparer First Name:
Preparer Middle Initial:
Preparer Last Name:

Date of Birth:

SSN:
PTIN:

Preferred 1D Numnber for Returns
Paid Preparer Information
LTP/LTC Number:

PREPARER INFORMATION

‘Testmg ‘

]

‘Preparer ‘

ot []

MM S DD P

iz B33z &
Po |-[1122334 e}
Ossn @PTIN

©PREFARERID O FIRMID

@

(For Oregon State Preparers only)

New York Tax Preparer Identification Nuber (NYTPRIN): ‘ ‘

PIN Signature Number:

E-Mail Address:

{ For Mew York State Tax Preparers only)
[12345 {E]
‘test@olt com ‘

PREPARER POWER OF ATTORNEY INFORMATION

Preparer Designation:
Preparer CAF Nunber:

Preparer Jurisdiction:

Preparer’s Address:
Preparer’s City:
Preparer’s State:

Preparer's Zip Code:
Phone Number:

Fax Number:

Then click <Save Changes>.

NOTE: Check the box if you are self-employed; this will eliminate the need for a Firm EIN.

PREPARER ADDRESS INFORMATION

[724 Tules |
|St Joseph |
'

[4501 | |

[s16 |-[2320095 |
(Area Code - Phone Numbery

[si6 ] [s767680 k

PREPARER OPTIONS

[0 Check here, if you are self-employed
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Updating Firm Information
We will prompt you now to input your Firm’s Information.

Update the Firm’s Information and click <Save Changes> when completed.

FIRM INFORMATION Oct 25

FIRM ADDRESS INFORMATION

Contact Person's Name: |Fir‘m Contact |[E|
Firma Name: |Fir‘m MName |
Firm's Address: |7" 24 JULES |
Firm's City: ST JOSEPH |
Firm's State:
Firm's Zip Code: |645 01 | | |
Firm's E-Mail Address: test@olt. com |
FIRM INFORMATION
Firm's Federal EIN: | |[E|
Firm's State ID Number: | |E|
Firm's EFIN Number: |l 23456 |[E|
Firm's DCN Start Number: | |[E|
Firm's Phone Number: |81 & | |23 29095 |
Firm's Fax Number: |8 16 | - |6? 67630 r'

SERVICE BUREAU INFORMATION

Is firm associated with Service Bureau? Oes @ no



Updating Pricing Information
From the <Setup Tab> select <Pricing>

This pricing setup will determine the fee’s that you charge to your taxpayers. This setup is not required to start a tax
return but must be setup in order to file a client tax return. We recommend this information be setup now.

Select which pricing you will set first, then click <Save and Continue>.

PRICING INFORMATION Oct 25

Pricing Options:

@ - Set Price for Federal Retmm

O - Set Price for State Retwrn

Discount 8 Additional Charges :

O - Set Discount Amount

O - Set Additional Charges

Determine your price setting and click <Save and Continue>.
Set pricing as a Fixed Rate for all returns, to Manually Set pricing within each return, or to set a Price Per Filed Form.

The pricing can be edited at any time from this Setup Tab.

PRICING INFORMATION Oct 25

Pricing Options for Federal:

@ - Fixed Rate for all retwins
O - Setprice as Per Form

O - Setprice manually after every retmn

—

Follow these steps for setting Federal Pricing, State Pricing, and any Discounts or Additional Charges for your pricing

structure.
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Adding a New Preparer/ Editing Preparer Privileges
Under the <Setup> Tab, select the option for <Preparer Info>.

From this tab you can add your Sup-Preparers and edit their privileges.

Preparer Info

Firm Info
Preffered ID
| Account Info
Pricing

Pricing Details
Add Hew IP Security
View All IP

Enalle Disable IP Security

Preparer’s Login
Summary

Click <Create New Preparer>.

PREPARER AND FIRM INFORMATION @
ct 25

CREATE PREPARER

Preparers [1-1] of 1

PREPARER, TESTIMNG
(&dmin Preparer) PU-1122334 @

— PR —

1

Create the preparer login information and set allowed privileges.

Click <Create New Preparer>.

CREATE USER Oct 25
CREATE USER MANME
{Usernames and Passwords must be at least 6 characters & no spaces.)
Create User Name: |te5tnewpreparer |@
Password: |....... |[E|
Confirm Passworid: |. T ) |[E|
{ Retype your passward )
Password Hint: |testing hint |[E|
Select All USER PRIVILEGES
CLIENT EFILE SCHEDULER
LETTERS [0 eaNK [J REPORTS
FORMS [ setup TOOLS

m— [T
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Enter the preparer information and determine their delete/modify privileges.

Click <Save and Continue>.

PREPARER INFORMATION

Oct 25

PREPARER INFORMATION

Preparer First Name:

|
Preparer Middle Initial: |:|

|

|

|

Preparer Last Name:

- IC @
PTIN: | _ | }, =]
Preferrved ID Nunber for Retmns @zoy OpPTIN

Paid Preparer Information @ PREPARER ID O FIRMID

LTP/LTC Number: | &

(Far Oregaon State Preparers anly)
MNew York Tax Preparer Identification Nummnber (NYTPRIN): | |
{ Far Mew York State Tax Preparers anly )
E-Mail Address: | |

Phone Number: | | | |
(Area Code - Phone Mumber)

PREPARER OPTIONS

Do you want to list all the users to this
preparer?

Ovas @ o
Preparer privileges [ Delste Client Records
[ Delete Firm Records

O Madify Invoice Pricing

NOTE: Each preparer must have a valid PTIN to be entered as a preparer.
Preparer ID vs. Firm ID
Preparer ID: Displays the specific preparer information on the bottom of the 1040.

Firm ID: Shows the firm and preparer information on the bottom of the 1040.
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Importing Prior Year Clients
To import your prior year clients, navigate to Tools > Import 2010 Client Data. Click Show All or search for the clients
you wish to pull forward.

Office Manager |Client Manager Scheduler m Setup Tools Support
Quick Estimator
Bank Product Quick

LAST YEAR RETURNS LIST Estimator
MFJ Vs, MFS Jec 07

Financial Calculator

Depreciation Schedule
Depreciation Summary
Import 2010 Client data

Federal Reject Codes

State Reject Codes

FIND/SEARCH

[ [ e _[7] |

Select the clients you wish to Import and click <Select Return to Import List> or click <Import Data> to import single
returns.

LAST YEAR RETURNS LIST m
ec 07

FIND/SEARCH

 sewewey | oemwon [ wawe [
[s5 = E=mn | |

SEARCH RESULT
Clients [1-10] of 88

P —— _
OO ™ N RS

1 AQUICK RAL TESTING 564-56-4364 SADHISH—

2 ARETURN, TESTING 565-65-6546 SADHISH, PRABHU E
3 AGE PRE CAL, RAADY 355-55-5555 ANAND, SENGOL
B AMEND, TEST 121-21-6066 SADHISH, PRABHU E
F|s AMENDED, TEST 400-00-1230 SADHISH, PRABHU E
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Setting up your Appointment Scheduler
From the <Scheduler> Tab, select <Settings>.

Scheduler

Report

Settings —

Within the Scheduler Settings:

Work Hours Drayz OFff Wacations Scheduler View Settings

Set the office Work Hours

Indicate the office Days Off

Schedule Vacation Days

Set Scheduler View Settings to determine default schedule time slot settings.

Click <Save and Continue> for each tabbed setting.
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Setting the IP Security

Ensure reliable security by setting a specific allowed IP address for preparer logins.

From the <Setup> Tab, select <Add New IP Security>.

Preparer Info

Firm Info
Preffered ID
| Account Info

Pricing

Pricing Details
Add Hew IP Security_
View All IP

Enable Disable IP Security

Preparer’s Login
Summary

The software, by default, will identify the current IP of the computer you are logged in to. Verify the IP, enter a
description and click <Add New IP Address>.

ADD YOUR IP ADDRESS

Oct25
NEW IP ADDRESS
IP Address: [95 |.[3 [ ]
IP Description: | |[E|
L ddew P Addess |

Input the Administration Login password to authenticate the IP setting.

Click <Check and Update>.

AUTHENTICATION I

YOUR ACCOUNT PASSWORD

Enter yowr password: || |

E— P | Cancel |

NOTE: You can add as many IP addresses as needed to the software.
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Viewing and Deleting IP Addresses
From the <Setup> Tab, select <View All IP>.

Preparer Info

Firm Info
Preffered ID
| Account Info

Pricing

Pricing Details
Add Hew IP Security

View Al IP 4

Enable Disable IP Security

Preparer’s Login
Summary

Here you can edit/delete an already setup IP Address.

IP ADDRESS LIST

Oct 25

IP ADDRESS LIST

ONE IP 99.3.11.111 [ Eait |
DEFAULT IP 99.1.11.110 [ Bt |

NOTE: To EDIT or DELETE an existing IP Address, the Admin Preparer Password must be entered to confirm the edit or
delete.

Enabling/Disabling IP Security
From the <Setup> Tab, select <Enable/Disable IP Security>.

Preparer Info

Firm Info
Preffered ID
Account Info

Pricing

Pricing Details

Add Hew IP Security
View All IP

Enable Disable IP Security

Preparer's Login
Summary

Click to either <Enable IP Security> or <Disable IP Security>.

NOTE: When enabling or disabling IP Security, the Admin Preparer Password must be entered to confirm the setting.
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Chapter Ten: Preparing a Tax Return

Creating a New Return
To create a new return, click the <Client Manager> Tab and select <New Return>.

Office Manager |Client Manager|  e-file

IN

New Return

Manage Return

File Prior Year Return

Amended Return

scheduler | Letters | Bank | Reports | Forms | setup | Tools | Support |

Paper Filed List

Mark Return As Paper File

Completed List

incomplete List IRM ADDRESS INFORMATION

PRO Verified Customer List Same as Admin Preparer

Input the Primary Taxpayer SSN (Double entry required).

Click <Save and Continue>

CREATE NEW RETURN

Oct 25

The next input page will prompt the Primary Taxpayer’s Personal and Address Information.

EMNTER YOUR SSN

Tazpayer 55N | | | | | |

Reenter SSN | || | | |

— P—T——

You will also select the return “Type” to be completed.

SELECT THE RETURN TYPE

FORM 1040 / 104048 / 1040EZ - .S Individual Income Tax Return
FORM 1040X - Amended LS. Individual Income Tax Return
FORM 1040NR - U5, Monresident Alien Income Tax Return

FORM 1040858 - LS. Sel-Employment Tax Return {ncluding the Additional Child Tax Credit far Bona Fide Residents of Puerto
Rico)

o 0O0@
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Understanding Layout and Input Options

The online interview provides navigation tabs that run across the top of the tax return.

1 - Navigation Tabs: Once all Primary Information is entered, these tabs and sub-tabs can be used to navigate the

software to specific

pages.

2 - Additional Information: Each page provides guided links, examples, and glossary items to assist you in determining
information within that page.

3 - Saving your Entries: To ensure the client information is saved, you must click <Save & Continue Return> on each

input page.

OLTF

OnlLine Taxe

1

Primary Information
Primary Information Checklist
Contact Information
Primary Taxpayer Information
Address Information
Filing Status
Dependents
Exemptions
Prior yeat Information

Extension

Simple :: Fast :: Accurate

Back to OLTPRO
Tax Year - 2011

= Deductions Taxes Credits

Miscellaneous Tax Summary

Lie, vou need to select a filing status

Default filing status: Single

FPlease select your appropriate filing status.

What filing status will you use?

@ Single
O Married filing joint return
O Married filing separate return

O Head of Household with qualifying dependent

O Qualifying Widow{er) with dey

Back |

3

I s s Conine Retun

GUIDE ME

Can | use filing status Single?

Can | use filing status Martied
Filiniy Jioirdhy?

Can | use filing status Martied
Filing Separate?

Can | use filing status Hesd of
Household?

an | use filing status
Qualifying Widovwer with
Dependent™

EXAMPLES
Examples

GLOSSARY
Single
hiartied Filing Jointhy
Married Filing Separatey
Head of Househald
alifying Widourer
Eiighit Facts About Filing Status

]
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Using Navigation Tabs
When navigating the software, to access a certain form by using your navigation tabs, mouse-over the primary tab and

sub-tabs to make the form selection.

Example: To navigate to the W-2 entry page using the navigation tabs, mouse-over the <INCOME> Tab, curse down to

Wages, Salaries, Tips, and select W-2 from the sub-menu. The software will bring you directly to the W-2 page.

o l T Simple :: Fast :: Accurate
a Back to OLTPRO

OnLine Taxes

Federal m Tax Year - 2011

Pritnaty Information

iy

{

Income  Adjustments Deductions Taxes Credits Ciher Taxes Payments Mizcellaneous Tax SUMmEry
Income Chechlist
Wages, Salaries, Tips LIRS
Irterest and Dividend Income » | Foreign Employer Compensation (FEC/IFEP)
Investment Income ¥ GuamYWage and Tax Statement (N-2GLY
Fetirement Fund and Pension Income » | Scholarship /Household f Penal / Deferred )
Miscellaneaus Income (1093-MISC) rm,uma 2 SUPHUTL U ITOUgTT T ST Ber we income
Business Income (Schedule C)
Supplementary Income (Schedule E)
Farm Rental Income and Expenzes (Form 4835)
Farm Incame (Schedule F)
Depreciation And Amortization (Form 4562)
Self-Employment Tax (Schedule SE) St_.‘.ll“l
Cther Investment Income 3
Unemployment Compensation (1093-G1 nw-2 M
Zambling Winnings Information (MN-2G) ST_JI'T
Cther Income » nal Institution / Deferred St_an

Comy eome

Using Section Checklists

If you choose not to use the Drop-down sub tabs as shown above, you can make entries based on each section’s

checklist:

Primary Information

Income  Adjustments Deductions Taxes Credits Other Taxes Paymerts Miscellaneous Tax Summary

INCOME SECTION - CHECKLIST

To use the checklists, simply choose to <Start> next to the needed item to input information for that form.

Listed on this page are the types ofincome we support. Go through the list and enter the income
you have received during the tax vear

Wages, Salaries, Tips, etc

Formw.2 —Stan

Foreign Employer Compensation not reported on W-2 Start
Guam Wage and Tax Statement - W-2GU Start
Taxable Scholarship / Employ i Penal itution / Deferred Start

Compensation Income

Interest and Dividend

Taxable Interest - 109%-INT St_art
Interest Received from Seller-Financed Mortgage St_art
Original Issue Discount - 1099-01D St_art
Ordinary Dividends - 1099-D1V Sl‘_.‘,ll"l‘
Child's Investment Income - form 8814 Stit
Excludable Interest from Series EE & | US Saving Bond - Form 8815 St_:ln‘
Foreign Accounts and Trusts - Schedule B ST_JI’T
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When done with all forms for this section, click <Done with Section>.

Other Types of Income

Unemployment Compensation -1099-G 41300 Revisit
Taxable Refunds from State or Locality M
Alimony Income Received M
Foreign Earned Income - Form 2555 M
Adjustments to Earned Income M
Gualified State Tuition Program Earnings - Form 1089-0 M
Minister Tax Free Income M
Alaska Permanent Fund M
Other Income not Entered Elsewhere M

EESSE) _Done with Income Section |
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Starting a State Return
To start a New State Return, either navigate through the Federal input pages or click on the <State> Tab.

The software will pull any state that is affected by income or resident entries.
To start the listed state, click <Start> next to that state.
To file another state return not listed on this page, click <Start a New State Return>.

Filing a state return is not required. If no state will be filed, click <Save & Continue Return> and <Agree> to not file the
state.

o l T Simple :: Fast :: Accurate
- Back to OLTPRO
a OnLine Taxes

STATE INFORMATION

» Startyour state return by clicking Start on the state line.

(L)

State with will be filed. Ifyou do notwant to file that particular state atthis time, uncheck the box
Missouri Haven't started Start I

To file another State Return, Click Start a New State Return

Back | — Save & Continue Return I

NOTE: Navigation/Input options for State are the same the Federal return.
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Adding Additional States

Once a state return is completed, the software will navigate back to the State Information page allowing you to start a
new state return. Click the link <Start a New State Return>. After all states are completed, <Save & Continue Return>.

a o LT Simple :: Fast :: Accurate

Back to OLTPRO

m . State Tax Vear - 2011

OnlLine Taxes

STATE INFORMATION

» Startyvour state return by clicking Start on the state line.
» To make changes onyadr state return, click Bewisit on the state line.
L] » State return with the box checked will be filed. [fyou unchecked the box, that state will not be filed.

State with will he filed. Ifyou do notwant to file that particular state at this time, uncheck the box

Missouri

» You have filed MO return as Full-Year Resident Prepared Revisit | Delete |

» You are due a refund of $195.

To file another State Return, Click Start a New State Return _

Back _| — Save & Continue Return |

D : S :

NOTE: Any changes made to the Federal inputs after a state has been completed will require the state to be edited.
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Reviewing Forms for a Federal and/or State Return
After reviewing the Tax Summary Tab for Federal and State, click to <Save & Continue Return>. The software will display
all PDF Forms for the return to review and/or print.

Pritnary Information Incaome Adjustments Deductions Taxes Credits Cther Taxes Payments Mizcelaneous m

P
REVIEVY AND PRINT YOUR TAX FORMS
r Your "prepared tax forms” are listed below.
» Click on each farm to review that all information is correct.
B You may print & copy for your records (wod can also do this later).
» Important! ¥ou still need to complete the filing process by clicking "Save
and Continue Return ™.
» Having problems with viewing or printing your forms?
FEDERAL RETURH
FEDERAL FORMS & SCHEDULES STATEMENTS & WORKSHEETS
e 1040EZ & Carryover YWorksheet Information
e 1040%
® Form 8879
STATE RETURH
MISSOURI - STATE
STATE FORMS & SCHEDULES STATEMENTS
e 10 1040 LA,
o MO 8453
Back | Save & Continue Return |
| ® " |

NOTE: Pop-up blocker must be disabled and Adobe Reader installed to view forms.
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Completing a Return

By saving from the State Return Tab, the final page of the return inputs is to mark the return as Complete.

DOLT

OnlLine Taxes

i [IEFS

OLTPRO - COMPLETE RETURN

b Mark this return as completed and ready for efile

OLTPRO - COMPLETE RETURH

Are you ready to Mark the Return as Completed?

@ vas
O Mo

FILE RETURH

File this return as ¥

O FaperFile
® Electronically

REVIEW RETURH

Are you ready to Mark the Return as reviewed?

O ‘ves
@ Mo
Back | — Save & Continue Return |

|

Simple :: Fast :: Accurate

Back to OLTPRO

Tax Year - 2011

"

Indicate that ‘Yes’ the return is Complete. Then indicate how you are filing the return (Paper File or Electronically), and

that you have reviewed the forms.

Click <Save & Continue Return>.
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Understanding the Client Manager
The Client Manager will be used to:

e Access any existing client return

e Edit and complete an existing client return
e Viewing client forms

e Marking a return as paid

[ )

Amending a return already filed through the software

From the <Client Manager> Tab, select <Manage Return>.

Manage Return

MANAGE Rl: I Fite Prior vear Return

Amended Return
Paper Filed List

Mark Return As Paper File
Completed List FIND/SEARCH

Incomplete List
[ OO coor | e
B ] LKE V] | | [seas [spowa]

l TPRO AccountlD: GNITS70281ET My Office Manager Return availability Status

Professional Tax Software welcome TESTINGSOFT'WARE Logout

Client Manager | _e-fi Scheduler | Letters | Bank | Reports | Forms | Setup | Tools | Support |

Hew Return

Oct 27

Search for a client by using the <Search> Box, or select to <Show All> client returns.

Once the client return information is searched, to access the Client Manager, click <Manage>.

l TPRO Accountil: GNITSTOZE1ET My Office Manager Return availability Status
Z Professional Tax Software Welcome TESTINGSOFTWARE Logout

 Ciient Manager | _edile | Scheduler | _Letters | _Bank | Reports __Forms | Setup | Tools | Support |

MANAGE RETURNS Oct 25
FIND/SEARCH
© cecwev | opemaor | vewe | |
s = LK | | P

SEARCH RESULT
Clients [1-1] of 1

FILING |RETURN REFUND;’
TAXPAYER, MAME 123-45-6789 SINGLE | 1040EZ | ($149)  Incomplete (816)-2320095 M
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The Client Manager is listed with Sub-Tabs for accessing certain data.

OL =] = {o] AccountlD: GNITST0Z81ET My Office Manager Return availability Status
Professional Tax Softwore welcome TESTINGSOFTWARE Logout

| Client Manager |_e-file | Scheduler | _Letters _|_Bank | Reporis | _Farms __ Setup | _Tools | Support |

Personal D etails Retun Detail: Payment Details History Details Preparer Motes Fetun Status

Client Manager Tabs:

Personal Details
e Primary Taxpayer Name
e SSN
e Date of Birth

Return Details
e Edit/Complete Return
e File Amended Return
e Delete Return
e File another State
e View/Print Forms

Payment Details
e Select how the taxpayer will pay for your service

History Details
e Displays history of payment and e-file for the return

Preparer Notes
e Edit, review, make notes on the tax return

Return Status
e Display of the current status of the tax return

Schedule Appointment

View/Print Letters for this tax return

Schedule Appaintment

@ommmms
NAME : MAME O TARPAER SSN: 123456789
PERSONAL DETAILS
Name NAME O TAXPAYER
SSN 12345670
Date of Birth 03-03-1870
Thank You !
On-Line Taxes, Tnc.
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Editing an Existing Return

To edit an existing return that is already within your database, click on the <Client Manager> Tab, select <Manage
Return> then once you have searched for this client, select <Manage> to the right of the client information.

Navigate to the <Return Details> Tab.
Click <Edit/Complete Return>.

Client Manager | _efile | Scheduler | Letters | Bank | Reports | Forms | Setup | Tools __Support |

Perzonal Details Return Details Payment Details Histary Details Preparer Motes Fieturn Status Schedule Appointment Letters
6 OnLine Taxes
Mark Return Complete Select To Paper File
NAME : MNAME O TAXPAYER SSN: 123456783

FEDERAL TAX SUMMARY Print

Return Marked Incomplete
Return Selected For Electranic File
Return Status Federal return not vet completed.

EditComplete Retum —

Delete Return

WiewiPrint Forms
File Priar ear Return

Uploaded Docurnents
Mark return Complete

Mark Return Reviewed

STATE TAX SUMMARY

File The State Return

Fhank You !
On-Line Taxes , Inc.
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Deleting a Tax Return

To Delete a Tax Return, from the Client Manager > Return Details Tab, click on the option to <Delete Return>.

| Cliert Manager |__efile__| Scheduler | Letlers __Bank __Reports | Forms | Setup | Tools | Support |

Personal Details Return Details

Payment Details Hiztary Details Preparer

Mark Return Complete

NAME : MAWME O TAXFAYER
FEDERAL TAX SUMMARY Print

Return Marked
Return Selected For
Return Status

Edit'Cornplete Returh
Delete Return _
Eile Prior Year Retuth
Mark return Complete

Mark Return Reviewed

STATE TAX SUMMARY

Motes Return Status Schedule Appointment Letters

DOLT

OnLine Taxes

Select To Paper File

SSN: 123456789

Incomplete
Electronic File
Federal return not yet completed.

ViewsPrint Forms

Unloaded Docurments

File The State Return

Fhank UYou !
Cn-Line Taxes, Tne.

NOTE: In order to have the ability to delete a tax return, the return must be marked <Incomplete>, not be marked as
paid, and not transmitted at ANY time.
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Amending an Accepted Return
Amending a previously Accepted Return filed through the software can be done by going to the Client Manager Tab >

Manage Return. After searching for the client, choose Manage on the right of the client data.

Navigate to the Return Details Tab and select your link to <File Amended Return>.

Fersonal Details

Return Details

Payment Details

Histary Details

MNAME : MAME O TAXPAER
FEDERAL TAX SUMMARY Print

Return Marked
Return Selected For
Form Type

Total ncome

Total Adjusted Gross Income
Standard Deduction
Taxable income
Total Credits

Total Tax

Total Payments
Rmount Owe
Amount Owe Type

Return Status

— File drmended Retumn

Eile Prior tear Retumn

Eile Estimated Payment Youcher

Preparer Notes

Accountll: GMNITST0Z81ET My Office Manager

Retumn Status Schedule Appointment

a OnLine Taxes

T

SSN: 123466780

Completed
Electronic File
1040EZ
$27300
$27300
5800
§17800

F0

$2249
$2100
4148

Paywith a check to the IRS dirgctly by

htail

Owe tax of $149
Federal efile return has heen
accepred

Return Status

Wiew/Print Forms

Wiew Input Dedails

Edit State Information In Federal

Uploaded Documents

STATE TAX SUMMARY

State
State Return Type

MO State Return Status

WISS0URI

FULLYEAR RESIDENT
More details

File Amended Return
State forms

Due a MISSOURI state refund of $195

MISSOURI e-file has been accepted

File Anather State Return

Return availability Status

wielcome TESTINGSOFTWARE Logout

| Ciient Manager | _efile___Scheduler | _Letters | _Bank | _Reports | Forms_|_Setup | _Tools | Support ]

Letters
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Alternative Amending Option

Amending a previously accepted return can also be initiated from the <E-File> Tab.
From the E-file Tab, select Get E-File Status.
Select the option for <All Accepted>.

Choose to <Amend> from the right of the listed return.

\ l TPRO AccountiD: GNITS70281ET My Office Manager Return availability Status
Professional Tax Software weleome TESTINGSOFTWARE Logout

e-iie ters_|_Bank | Reports | Forms | Sewp __Toois | support |
GET EFILE STATUS outas
FIND/SEARCH
 ewcmoy  [opeeor | saws | wawe [
[gsM ] [LkE [v]  [QUEUED [¥] \ |

[T v —— e

SEARCH RESULT
1 TAXPAYER, NAME O 123-45-6789 10-25-2011 @—
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Viewing and Printing a Tax Return
To view or print forms for a client already in your database, go to your Client Manager Tab > Manage Return; once you
have pulled up the client details, choose to Manage.

Navigate to the <Return Details Tab> and click to <View/Print Forms>.

l TPRO AccountlD: GNITS70281ET My Office Manager Return availability Status
Teolsscionsi Tk Boltaare wielcome TESTINGECFTWARE Logout
Client Manager | _efile | Scheduler | Letters | Bank | Reports | forms __ Setup | _Tools | Support |
Perzanal Details Return Details FPapment Details Histary Details Freparer Hotes Return Status Schedule Appointment Letters

a OnLine Taxes
MAME : MAWME O TAXPAYER SSN: 1234567589
FEDERAL TAX SUMMARY Print
Return Marked Completed
Return Selected For Electranic File
Form Type 1040EZ
Total Income $27300
Total Adjusted Gross Income $27300
Standard Deduction 8800
Taxable income $17800
Total Credits 50
Total Tax $2249
Total Payments F2100
Amount Owe F149
Amount Owe Type Fay with a checktathe IRS directly by
Mail
Return Status Owe tax of $149.
Federal efile return has been
accepted.
File Amended Return Return Status
File Prior Year Retur: WiewiPrint Forms
File Estimated Payment Youcher Wiew Input Details
Edit State Infarmation In Federal Uploaded Documents
CTATE TAV clmaRAnrR,

Displayed will be all forms and schedules related to the tax return to view and/or print.
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Print All Option — Will print all forms, schedules, worksheets, letters, and bank documents for the Client, Preparer, and
Filing copy.

OR

Check the needed boxes to print multiple forms and click <Print Selected Forms>.

COMPUTED FORMS & SCHEDULES

O3 et avL

O cuentcory  [DINCLUDELETTERE [ INGLUDE BANK DOCUMENTS
[0 PREPARER COPY
O FiLNG cOPY

FEDERAL RETURH
FEDERAL FORMS & SCHEDULES STATEMENTS & WORKSHEETS
1040EZ O carryover YWorksheet Information
O1n4oy
OFarm 8873
OFarm 9325
STATE RETURH
MISSOURI - STATE
STATE FORMS & SCHEDULES STATEMENTS
MLA
o 1040
OmO_s453

PRINT SELECTED FORMS _

PRIMT TAX SLIMMARY OMLY

FEDERAL TAX SUIMMARY

MO TAR SURMMARY

To view a selected form, or to print a single form, click on the underlined form name which is a hyperlink.
The form will display in PDF Format for viewing, printing or saving.

NOTE: Pop-Up’s MUST be enabled to view forms.
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Chapter Eleven: E-File Management

E-File Preparation: Marking a Return Complete

To electronically file a return, the return must be marked as <Complete> and selected for <Electronic File>.

During the tax return inputs, the final page of the interview allows you to make this selection.

o l T Simple :: Fast :: Accurate
- Back to OLTPRO
OnLine Taxes

P N
OLTPRO - COMPLETE RETURN

» Mark this return as completed and ready for efile

OLTPRO - COMPLETE RETURH

Are you ready to Mark the Return as Completed?

[ORT
O No
FILE RETURH
File this return as ?
O Faper File
® Electranically
REVIEW RETURH

Are you ready to Mark the Return as reviewed?

O ves
® No

Back | — Save & Continue Return

Click <Save & Continue Return> on this page.

Our software will bring you to the Client Manager > Payment Details Tab to mark the return as paid and to
electronically file.
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Making a Payment for the Return
Click <Make Payment>.

l TPRO AccountlD: GNITS70281ET My Office Manager
Professional Tax Software

| Client Manager |_e-file | Scheduler | _Letters | _Bank | Reports | _Forms | _Setup | Tools | Support |

Personal Details Return Details Payment Details History Details Preparer Notes Retumn Status Schedule Appointment Letters

NAME : TESTING ANOTHER

PAYMENT SUMMARY
MASTER PAYMENT
Amount to be paid for Federal Return $50.00
Amount Paid $0.00
Payment Status

) i1oke P

OOLT

SSN: 234567890

Invoice

Fhank Yau !
On-Line Taxes, Tne.

NOTE: The software will auto-fill the pricing details based on your Pricing Settings.

Return availability Status
welcome TESTINGSOFTWARE Logout
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Select to <Pay Fed Only>, <Pay State Only>, or <Pay Federal & State>.

To add additional fees or discounts, select to Modify Charges.

CLIENT PAYMENT DETAILS

Oct 20

Choose how the taxpayer will make payment, Non-Banking or through a Bank Product (Banking).

Click <Continue>.

SUMMARY OF CHARGES - TESTING ANOTHER (234567890) MASTER PAYMENT

FEDERAL

Total amount far Federal Return: 50
STATE

[L]e) $0
TOTAL

Taotal amount for both Federal & State: $50
Account Summary
Total filing arnount §a0
Preparer Fee's ) $50
(Arnount to be Paid)
Preparer's Federal Discount $0
Freparer's State Discount 0
Preparer's Total Discount 0
Federal Additional Charges $0
State Additional Charges 0
Total Additional Charges 0
Arnount Already Paid $0

— O PayFedonly O Pay State Only

—_—

@ pay Federal&State

MODIFY CHARGES

Payment Option

@ Non Banking
O panking

Amount to be Paid

spo |

E— [
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Select the form of payment made.
Click <YES> to E-File the return now, then <Save and Continue>.

NOTE: To E-File the return at a later time, select NO to E-File. At any time by using the E-File Tab > Queue for Transmit,
you can E-file this return. See Filing from E-File Tab below.

l TPRO AccountiD; GNITS70281ET My Office Manager Return availability Status
Professional Tax Software wielcome TESTINGSOFTWARE Logout

| Client Manager | _c-fle__| Scheduler | _Letters_|_Bank _|_Reports | Forms _|_Selup | _Tools | Support |

CLIENT PAYMENT DETAILS Oct 26

PAYMENT OPTION

® Make Payment Now _

O nvoice Only
© BvcAsH
®

CHECK

Enter the amomnt paid  : §

Enter the Check No : |1223

O MONEYORDER

Do You Want to Efile this return now? ® Yes © No

—— T

Check the box to Federal E-File or check to file the State-Only E-File.
If filing Federal and State together, verify the state that will Piggyback (E-file with) Federal.

Click <Save and Continue> and this tax return will be Queued for Transmission to the IRS.

I TPRO AccountlD: GNITS70281ET My Office Manager Return availability Status
Professional Tax  Softwars welcome TESTINGSOFTWARE Logout

[ Client Manager |_efile__| Scheduler | _Letters _|_Bank | _Reports_|_Forms _|_setup | _Tools | Support |

TRANSMIT RETURNS ouze
ct 26
EFILE TRANSMISSION
FEDERAL EFILE STATE PIGGYBACK EFILE
State-Only e-file
O Mo
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E-Filing from E-File Tab
Returns marked as <Complete> and <Paid> are eligible for e-file and will display within the E-File > Queue for Transmit

section of the software.

This step can be used for two reasons:

1) If you want to electronically file multiple returns at the same time instead of e-filing returns individually.
2) If the tax return has been rejected, you will re-file the return from this tab as you will not need to go through the

payment section again.
Within the Payments Details page, select NO for the question: “Do you want to e-file this return now”.
To E-file the return(s) go to your e-File Tab > Queue for Transmit.

l FRO AccountlD: GNITS70281ET My Office Manager Return availability Status
Profeseional Tax Sofware welcome TESTINGSOFTWARE Logout

|_Letters_|_Bank | Reports | _Forms__|_Setup | Tools | Support |

Queue For Transmit

Get efile Status
SELECT RETURN FOR EFI Get Extensions Status Oct 20
Get State Extensions
Status
FIND/SEARCH
SEARCH BY OPERATOR VALUE L
E i s | | e e

SEARCH RESULT

— [0 select All for Transmission Transmit Selected Return

e AMOTHER, TESTING 234-56-7890 Federal/State wiew e-file Status
R TEXPATER, MAME O 123-45-6789 Federal/State wiew e-file Stalus

Either check the box to the right of the client information to transmit a single return or <Select All for Transmission>

and choose to <Transmit Selected Returns>.
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Removing a Return from Queue
To remove a return from Queue, go to the <E-File> Tab and select <Get E-File Status>.

Select <All Queued>

",
ii ) l TPRO AccountiD: GNITSTOZ81ET My Office Manager Return availability Status

Professional Tax Software wielcome TESTINGIOFTWARE Logout

Client Manager Scheduler_|_Letters | _Bank | Reports | Forms | _Setwp | Tools __Support |

Queue For Transmit
et e-file Status
Get Extensions Status

Get State Extensions
Status

GET EFILE STATUS et 26

FIND/SEARCH

~ ooy | ovewsror |  emaws | wawe | |
[ssM | [LikE [v] | [QuEUED [¥] | \

— Queued I All Accepted § All Rejected All Unfiled

Select the option to the right of the return details to <Remove>.

e,
ii ) l TPRO AccountlD: GNITS70281ET My Office Manager Return availability Status

Professional Tax Software welcome TESTINGSOFTWARE Logout

 Client Manager | _efile | Scheduler | Letters | Bank | Reporis | Forms | Setup | Tools | Support |

GET EFILE STATUS -

FIND/SEARCH

C cewonor [ ovemror | smaws | vawe |
[ssm M ke ¥ | e [ | | | | PmEeem

All Accepied § All Rejecied All Unfiled

SEARCH RESULT
1 ANOTHER, TESTING 234-56-7890 10-25-2011 @_
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Leave the transmissions UNCHECKED to indicate the removal of these returns and click <Save and Continue>.

ii ) 1 l TPRO AccountlD: GNITS70281ET My Office Manager Return availability Status

Professional Tax Software welcome TESTINGEOFTWARE Logout

| Ciient Manager | _edfile | Scheduler | _Letters | _Bank | Reports | Forms | _Setup | Tools | Support |

E-FILE STATUS - QUEUED RETURN Oct 26

E-FILE TRANSMISSION

FEDERAL E-FILE STATE PIGGYBACK E-FILE
1040 MO

STATE-ONLY E-FILE

[{i]e]

s and Continue

125



Resubmitting a Rejected Return
After a Rejected Return has been corrected and <Marked Complete>, you can resubmit the return by navigating to E-
File > Queue For Transmit. Now click <Transmit> next to the customer name that you need to resubmit.

Client Manager

|_Letters | Bank | Reports | Forms | Setup | Tools | Support ]

Scheduler

Queue For Transmit %
Get e-file Status
Get Extensions Status

Get State Extensions
Status

SELECT RETURN FOR EFILE § Nov 02

FIND/SEARCH

 semoney | oeewor | wawe |
E 5l e [ | | P e

SEARCH RESULT

[T]  select Al for Transmission Transmit Selected Return
I S N T I
1 GEORGIA, TESTING 444-44-4444 Federal/State M—

Customer Service | user manual | IRS Website

© online Taxes, Inc.
Ph: 1-877-658-4776 | Fax: 1-816-232-1591
Reference : P2-p2-p2
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Chapter Twelve: Features

Scheduler

The Scheduler is a feature that allows you to manage your existing or prospective customer’s appointments.

NOTE: The Scheduler Settings must be set in order to schedule appointments.
Use Tabs for New Client, Returning Client or Existing Client to set appointment.

Input the appointment information and click <Make Appointment>.
| Cliont Manager | _efile | Scheduler | Lefters | Bank | Reports _Forms | Setup | Tools | Support |

Mew Client Returning Client Existing Client _

APPOINTMENT SCHEDULER .

APPOINTMENT SCHEDULER

Date: [10/26/2011 @ Tune: [1115 AM [v]
SSN: |234 |_|45 |_|1234 | Duration: min 1
—Pmllﬂml‘: [TESTING PREPARER v 2 1 4 5 6 7 3
Name: |First Client | s 11 12 13 14 15
. : : 6 17 18 19 m 3 m
E-Mail: |ema11@ema11.com | = | @ | = E 7 | @ | @
Plone: 316 |- 2223333 | 0 3

Purpose: |First Review

. ; Show Appointments
Comments: |Collect and review documents on 10/26/2011

Make Appoiniment

NOTE: Repeat steps for all preparers by selected Preparer Name for the Preparer drop-down menu.
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Letters

Letter Settings
Within <Letter Settings>, set default positions for preparer and client information to appear on the letterhead and
upload the company logo.

You can preview your letter setting. <Save Changes> when complete.

Client Manager |__efile | Scheduler _Letters | Bank | Reports | Forms | Setp | Tools | Support |

Letters

Letter Head Cugtom Letters Client Organizer

Mailing Labels

LETTERHEAD SETUP

Oct 26

POSITION OF PREPARER ADDRESS IN LETTERHEAD

LETTER HEAD INFORMATION PREPARER INFORMATION POSITION —
- Preparer Mame - Firm City, State Zip ® - Top-Left Comer ofthe Letter

- Firm Marne - Preparer E-Mail Address O - Top-Middle afthe Letter

- Firm Address - Preparer Phone Mumber O - Top-Right Corner of the Letter

LETTER. SIGNATURE INFORMATION PREPARER LOGO POSITION _
@ - preparer @ - Top-Left Cornet ofthe Letter

O -Firm O - Top-Right Corner of the Letter

LOGO IN LETTER HEAD

Path/Filename for Logo: I Browse...

!E load Logo
mioninion
—

Creating a Custom Letter
Create a Custom Letter from the Letter > Settings tab.

Click to <Open Letter>.

Ciient Manager |__cdile | Scheduler | Letters | Bank | Reports | Forms | Setup | Tools | Support

Letters

Letter Head Custom Letters Client Organizer

Mailing Labels

CUSTOMIZING LETTER STYLES G

LETTER TYPES

Select the appropriate letter that you want to customize

(Bl Lerer ]

Restore All Letters | Delete Selected Letter

— TV
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Name the Letter and select if you want to base the letter off a current Letter Type in the software.

You can type any script within the letter. Also, use the Default Labels to the right to pull client specific data into the
letter.

When complete, click <Save Letter>.

 Client Manager | _edile | Scheduler | lLetters | Bank | Reports | _Forms | Setup | Tools | Support |

Letter Head Custom Letters

CUSTOM LETTER SETUP Oct 26

CUSTOM LETTERS

Letter Name: | |
Letter Type: |ESTIMATION LETTER  |v|

Bold | ttalic | underline | A;

LETTER - MESSAGE DEFAULT LABELS

TAXPAYER NAME L2
TAXPAYER 38N

TAXPAYER ADDRESS
TAXPAYER CITY STATE ZIF
TAXPAYER PHOMNE
TAXPAYER EMAIL

SPOUSE NAME

SPOUSE 35N

PREFARER NAME
PREFARER 85N

PREFARER PHONE
PREFARER E-MAIL

FIRM MNAME

FIRM ADDRESS

FIRM CITY STATE ZIF

FIRM PHONE [

Info About the Labels

év Bold Italic Underline Preview Letter |

Don't Save and Open Another Letter
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Printing Standard and Custom Letters
Within the Letters Tab, click <Letters>.

Print Standard or already created Custom Letters for your clients from this tab. Select the letter, click <Save and

Continue>.
Client Manager Letters | Bank | Reports | Forms | Setup | Tools | Support |
Letters
Standard Letters Customn Letters Client Organizer
Mailing Labels
Settings
LETMERS SELECTION Oct 26
LETTER TYPES

Select the appropriate letter you want to send to Client

PreSessionLetter fad
SchedulingLetter -
PrivacyMoticeLetter

InvoiceLetter
ReturnStatusLetter v

E— pr—

Click <Show Letter> next to the client needed.

Client Manager | _e-file__| Scheduler | Letters | Bank | Reports | Forms | Setup | Tools | Support |

LETTERS et 1

FIND/SEARCH

© ooy | ovewror | wewe |
= ] LiKE V] | | [scam [ showa]

SEARCH RESULT

1 AMNOTHER, TESTING 234-36-7890 10-25-2011

2 TEXPAYER, NAME 123-45-6789 10-25-2011

The letter will display and be available to print or email to your client.
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Printing the Client Organizer
Select Letters > Client Organizer to display Client Organizers.

Client Manager | _eile | _Scheduler |

Hew Client Organizer Eizting Client Qrganizer Fric]

Client Organizer
Mailing Labels
Settings

OLTPRO NEW CLIENT ORGANIZER A
ct 20

FIND/SEARCH

© ooy | operaor | vawe [
| | P

SEARCH RESULT

Add New Client )| Print Blank Organizer _

There is no Customer in your List.

Print a Client Organizer for New Clients, Existing Clients or Prior Year Clients.

NOTE: Printing a blank organizer is also available by clicking <Print Blank Organizer>.

Printing an organizer for an existing client allows you to select a client and print the organizer with their general data.

| Client Manager | _efile | Scheduler | Letters | Bank | Reports | Forms | Setup | Tools | Support |

Mew Client Organizer Existing Client Organizer Frior Year Client Organizer

OLTPRO CLIENT ORGANIZER e

FIND/SEARCH

[ ooy | overaror | e |
B N e | | e

SEARCH RESULT

O mclude Pre-Session Letter

Print Selected
o
a1 AMOTHER, TESTIMG 234-35-7890 PREPARER, TESTIMG
Oz TaXPAYER, MAME 123-45-6789 PREPARER, TESTIMG Print Organizer

131



Quick Estimator
From the <Tools> Tab, select <Quick Estimator>.

Input taxpayer information and click <Save and Continue>.

Client Manager |_cdile__| Scheduler | _Letters | _Bank | Reports_|_Forms

QUICK ESTIMATOR

Setup

Tools Support
k E: ator

Bank Product Quick
Estimator

MFJ Vs. MFS

CUSTOMER INFORMATION

Taxpayer SSN

Taxpayer First Name

Last Name

|
|

Middle Initial I:I
|

Dependents Information

Total Number Dependents/Clhildren l:l
How many qualify for Child Tax Credit Cl
How many qualify for EIC l:l
How many qualify for childcare l:l
Total childcare expenses $|:|

Income, Adjustment, and Payment Information

T S T S I

Birth Date

W-2 Gross $|:|
Advance EIC Fram W-2 $|:|
Retiremnent Income (1099R) $|:|
Unermnployment $|:|
Cther Income $|:|
Social Security $|:|
Deductions $|:|
Withholdings and Payments $|:|

Claiming Exemption O ves

@ Mo

Financial Calculator

Depreciation Schedule

Depreciation Summary

Import 2010 Client data

Federal Reject Codes

State Reject Codes

ct 26
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The Quick Estimator will generate a basic estimation of the anticipated refund or amount owed based on the

information entered.

| Client Manager | _eile | Scheduler | Letters | Bank | Reports | Forms | setwp | Tools | Support |

NAME : TESTIMNG QUICKESTIMATOR

TOTAL INCOME
TOTAL ADIUSTMEMT

TOTAL ADIUSTED GROSS

IMCOME
STAMDARD DEDUCTION
EXEMPTION
TAxABLE INCOME
TAX
TOTAL Tax CREDITS
TOTAL Tax
EIC
TOTAL PAYMENTS
REFUMD
AMOUNT YOU OWE

QUICK ESTINMATOR

10000
]
1o0a0

3800
7400
o
0
0
0
23094
3894
3894

o

13000
0
19000

11600
11100
0

0

0

]
23094
4344
4344

10000
0
10000

5500
7400
0
0
0
]
2094
3894
3894

SSN: 456789012

QUICK ESTIMATOR TAX RETURN DETAILS:
DESCRIPTION sinGLE | JoINT | HoH | separaTE| wiDow

10000
]
1aoao0

25800
7400

o oo o O

goo0
E=1ul]

10000
]
1ao0ao0

11600
7400
0

0

0

0
2094
3894
3894
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MFJ vs. MFS Comparison Chart
The MFJ vs. MFS Comparison Chart is located from the <Tools> Tab.

Click <Compare> after searching the needed client return.

Client Manager | _edfile | Scheduler | Letters | Bank | Reports | Forms | Setup | Tools | Support
Quick Estimator
Bank Product Quick

Estimator
MFJ Vs. MFS — LTS Oct 26

Fil ial C:

Depreciation Schedule

FIND/SEARCH Depreciation Summary
Import 2010 Client data

Federal Reject Codes
State Reject Codes

Hearch

B [v] [LIKE [v] |

=

SEARCH RESULT
Showhll Customers [1-1] of 1

1 TAXPAYER, MAME O 123-45-6780 8162320005 | Email@olt.com —

The Comparison Chart can be used for already input MFJ or MFS tax returns. This chart will breakdown the difference

between the two filing status’ based on the current tax return inputs.

MARRITED FILING JOINT AND MARRIED FILING SEPARATE RETURN COMPARISIOIN

NAME : MAME O TAXPAYER SSN:123-45-6799
MARRIED FILING JOINT AND MARRIED FILING SEPARATE RETURN COMPARISION
If Retwrn filed as MARRIED FILING If Retwn filed as MARRIED FILING
SEPARATELY JOINTLY
Total Incomne 27300 | Total Income $27300
Total Adjustment 50 Total Adjustment $0
Adjusted Gross Income $27300 | Adjusted Gross Incomne F27300
Deduction $5800 | | Deduction $11600
Exemption $3700 | | Exemption 57400
Taxable Income $17800 | Taxable Income Fez00
Tax 2249 | Tax Fa33
Tax Credits 50 |  Tax Credits 50
Net Tax $2248 | Net Tax F833
Total Payments and Credits $2100 | Total Payments and Credits 52100
Amount You Owe F149 | Refund 51267
Wxint,
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Preparer’s Login Report

From the <Setup> Tab, select <Preparer’s Login Summary>

Run a report on your Preparer’s Logging into the software either for a single day, or customize your report.

Click <View Logon Report> once all the Date Information has been selected.

) OLTero

Client Manager | _e-file | Scheduler | letters ___Bank | Reports | Forms

PREPARER'S LOGIN REPORT

AccountlD: GNITS70281ET My Office Manager

Setup Tools
Preparer Info

Firm Info

Preffered ID

Account Info

Return availability Status
welcome TESTOINGSOFTWARE Logout

Support

Oct 26

DATE INFORMATION

SELECT PREPARER ACCOUNT

® Yesterday
O Lastweek
O Lastmanth

O custom
From: 10/26/2011 & Mmooy
To: 10/26/2011 T8 mmiooreery

Pricing

Pricing Details

Add Hew IP Security

View AllIP

| PREPARER TESTING { TEST

EnableDisable IP Security

9] Today
O This week
© This manth

Preparer’s Login
Summary

I vicu Logon Report

Information given within the report is:

e Login Date and Time

e From what IP Address

e Time spentin each login

e Total time for the listed report

135



Chapter Thirteen: Reports

OLTPRO Software has many Standard Reports based on Client and E-file data as well as Office Revenue Reports.

If our Standard or Office Revenue Reports do not have the reporting needs you are looking for, we also have a Custom
Report option allowing you to specify the exact needed reporting information.

Standard Reports
Reports can be run based on Client or E-File Data from the Standard Reports page.

Select a Category and Name for the report and click to <View & Print Report>.

l TPRO AccountiD: GNITS70281ET My Office Manager Return availability Status
Professional Tax Software Welcome TESTDNGIOFTWARE Lodgout

Client Manager | _e-file | Scheduler | Letters | Bank | Reports | Forms | Setwp | Tools | Support |

Standard Reports

Client Return Data EFile Drata Custom Reports

Office Revenue Reports

STANDARD REPORT Oct 26

STANDARD REPORT
Category: [All Reporis || {{um_—
Name of Report: | Address and Email List [¥] _

CUSTOM

Retwin result:
[OFY] O Refund Opalance Due O Zero Due
Review:
® Both O Reviewsd O Mot Reviewed
Sort By:
[OF=1=TNT=IN OTaxpayerName OZipcode

I vico & print Report
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Custom Report

Create a Custom Report based on Client Return or Client E-File Data.

Name the report, choose how to sort the report, select filters, and indicate column’s within the report.

Click to <View & Print Report> then <Save Report> when complete.

| Ciient Manager | _efile | Scheduler | _letters | Bank | Reports [ Forms | Setup | Tools __Support |

Client Retun Data Client Efile Data

CUSTOM REPORT - CLIENT RETURN DATA

Standard Reports
Custom Reports
Office Revenue Reports

Oct2a

REPORT DETAILS

Eeport Title: |

CUSTOM REPORT - CLIENT RETURMN DATA

Sort By: @ pscending O Descending

FILTER

| [ [ | | |
Lo | [ | | |
Lo | ] b | |
Lo | [ | M | |
L[ | [l | M| | |
L[ [ | | |

SELECT REPORT COLUMNS

Awailable Colurans:

FIRST MAME
LAST NAME
AGE
BIRTHDATE
Wi WAGES
W2 FED W/H
W2 35 WAGES
W2 55 WH

 add>>  |(—

<< Remove
Remove All
Set Default

Selected Report Colunns:

SSN/EIN

FULL NAME
FORM TYFE
PHONE NUMEBER
EMAIL

— View & Print Report

S5ave Report
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Office Revenue Report
Run a report based on the office revenue.

Choose the Report and Category. Click <View & Print Report>.
1 OLT AccountlD: GNITS70281ET My Office Manager Return availability Status
PRO
Tesisssicnl Tk Bolwars wielcorme TESTINGSOFTWARE Logout
| Client Manager |_efile__| Scheduler | lLetters __Bank | Reports | Forms | Setup | Tools | Support ]

Oct 26

OFFIGCE REVENUE REPORT

Repori: | Paid Clients [v]

B vicv o print Report
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Chapter Fourteen: Fee-Collect Options

Processing a Bank Product Return
For Fee-Collect options, OLTPRO offers many partners. In order to access this payment option from within a client tax
return, you must mark the return as <Complete> and select the return for <Electronic Filing>.

From within the client inputs, once you save from the Mark Complete page, OLTPRO will bring you to the Client
Manager > Payment Details Tab.

Click to <Make Payment>.

NOTE: You must REGISTER AND BE APPROVED by an OLTPRO Bank Partner before this option will be available.
AccountlD: GNITS70281ET My Office Manager Return availability Status

@ OLmemﬁ?mn Welcome TESTINGSOFTWARE Logout

| Client Manager | _efile | Scheduler | _Letters |_Bank | Reports | Forms | _Setup | Tools | Support |

Personal Details Retumn Details Payment Details History Details Preparer Notes Return Status Schedule Appointment Letters

OOLT

Online Taxes

NAME : TESTING ANOTHER SSN: 234567890
PAYMENT SUMMARY
MASTER PAYMENT
Amount to be paid for Federal Return $50.00
Amount Paid $0.00
Payment Status Invoice

—Mﬂke Payment

Fhank Yau !
On-Line Taxes, Ine.
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Verify pricing and click <Banking> from the Payment Option section of the page.

Click to <Continue>.

CLIENT PAYMENT DETAILS

SUMMARY OF CHARGES - TESTING EICHOH (121212121) MASTER PAYMENT

FEDERAL

Total amount for Federal Return: $150
STATE

WA $75

CA 475
TOTAL

Total arnount for both Federal & State: $300
Account Summary
Total filing amount F300
gfnpoaurr?trtzebeespaid) $300
Freparer's Federal Discount F0
Preparer's State Discount §0
Freparer's Total Discount 50
Federal Additional Charges F0
State Additional Charges §0
Total Additional Charges 50
Armount Already Paid F0

O PayFedOnly O Pay State Only

® Pay Federal&State

MODIFY CHARGES

Payment Option

' Non Banking

) © Baking

Amount to be Paid 4
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Select the product you will use through the listed Bank Partner.

NOTE: For Direct Deposit, the Direct Deposit information must be input within the tax return inputs and will be pulled to
the bank product section for the taxpayer.

Click <Save and Continue>.

| Ciient Manager |_eile___Scheduler _Letters | _Bank | Reports | Forms . Setup | Tools | Support |

CLIENT PAYMENT DETAILS .

Banking - RCB (River City Bank) PAYMENT

® RCB - ERC/RET O RCB-RAL
O CHECK (ERC) CHECK
@ DIRECT DEPOSIT (RET) State ERCRET

O state ERCRET

Do You Want to Efile this return now? @ Yes © No

— [T
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Input the information required for the Bank Partner you are working with.
Click <Save and Continue>.

NOTE: After this page, all necessary documents and disclosure documents will be presented for review/signatures
before e-filing the return.

[ Cient Manager | _efile | Scheduler | Letters | Bank | Reports | Forms | Setup | Tools | Support |

RCB ( River City Bank ) PRIMARY APPLICATION INFORMATION e

RCB (River City Bank) TRANSMISSION INFORMATION

Warning : The information given below is required for transmission. If you skip this page you cannot efile this return .

PRIMARY ID INFORMATION

Primary Application 1D # : |

Primary Application 1D Type :
Primary Application 1D State : _

Primary Application 1D Issue Date : |:|3 MMID DAY
Primary Application 1D Expiry Date : |:| C& mmioprerey

FEES DETAILS

Preparer's E-File fee § | |

Preparer’s filing fee #1 $| |

Preparer’s filing fee #2 $| |

Transmitter Fee § |7" |

OTHER DETAILS

Tazpayer is a se1vice merber O Yes @ No

Bypass withholding linit O Yes @ No

Nearest relative's phone number : | H (Area Code - Phone Number)

Credit Check Aunthorization PIN : l:l
m— [P

Bank Product Partners

Bank Products allow the taxpayer to pay the ERO fee’s out of the refund and receive the refund disbursement after all

fees have been deducted.

All OLTPro Bank Product Partners can be found at http://www.oltpro.com/main/pro/bank.asp.
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Chapter Fifteen: OLTPro Professional Tax Software Support

We pride ourselves in offering fast and dependable customer and technical support. Our experienced customer support
team is readily available to assist your needs all year long!

- Toll Free Customer Support Line

- Live Chat

- E-Mail

- Knowledge Base

- Helpful Links / Tools within the Software
- Customer Support is Always FREE

Bank Product Partners

Bank Products allow the taxpayer to pay the ERO fee’s out of the refund and receive the refund disbursement after all
fees have been deducted.

All OLTPro Bank Product Partners can be found at http://www.oltpro.com/main/pro/bank.asp.
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Chapter Sixteen: Glossary
Accepted Return — A tax return that has been Accepted by the IRS.

Forms Tree — The forms tree is the list of all available forms within the Direct Input preparation screen.

Queued Return — A tax return that has been sent to OLTPro but not yet sent to the IRS.
Piggyback State — A state return that will transmit along with the Federal Return.
Rejected Return — A tax return that has been rejected by the IRS.

Transmitted Return — A tax return that has been sent to the IRS and is awaiting an acknowledgement.
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