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For information about specific topics after you install the ProSeries program:

e  See the ProSeries User’s Guide (as explained on page 36 of this guide).

e  Enter keywords or a question in the Search Help field on the Help toolbar, then click
Search. (The Help toolbar is located near the top-right corner of the ProSeries
window.)

Important: If you want information about a specific type of return, start or open a return
of that type before you start the search.

What's new with ProSeries tax software for 2004

The following table summarizes major enhancements to ProSeries tax software for the
2004 tax year. This is not an all-inclusive list of changes.

Feature... ’ What's new...

New products e ProSeries State Partnership returns — Hawaii, New Hampshire, Utah

e ProSeries State Estate Tax returns — California

Getting Ready 1



Feature...

What's new...

Electronic filing
and Bank Products

e Use the new E-File command on the main menu bar for all electronic filing

and bank products commands. (The Electronic Filing and Bank Products
commands have been removed from the File menu.)

Filter clients in the EF Center according to status using three new tabs —
All, Pending, and Accepted.

E-file
Massachusetts
business returns
and corporate
extensions

You can file Massachusetts corporation, S corporation, partnership, and
fiduciary returns electronically. You also can file Massachusetts
corporation and S corporation extensions electronically. (Massachusetts
has mandated that Massachusetts business returns and corporate
extensions for the 2004 tax year be filed electronically.)

E-file Michigan
Single Business
Tax returns

You can file Michigan Single Business Tax returns electronically.
(Michigan has mandated that Michigan Single Business Tax returns for the
2004 tax year be filed electronically.)

Missing client
information

You can use the Missing Client Information system to track client
information. From HomeBase, you can identify client returns that are
missing information, print lists of missing client information, and send
reminder e-mails to clients.

Part-year resident
and nonresident
state returns

For individuals who must file more than one state return, new worksheets
in ProSeries/1040 and enhancements to the ProSeries State products help
you allocate income to each part-year resident and nonresident state
return.

Active duty
military wages and
state returns

Additions to the Form W-2 Worksheet in ProSeries/1040 and
enhancements to the ProSeries State products help you calculate
deductions, credits, and special tax treatment on state returns for active
duty military personnel.

Billing and
invoicing

You can charge per line of data on Schedule B in ProSeries/1040 returns.
You can charge per line of data on Schedule D in ProSeries/1040 returns.

Product updating

The process for updating previously-installed ProSeries products has been
improved.

Network
performance

More functionality resides on each workstation (and less on the network
server) when ProSeries software is installed for network use this year, so
the program runs faster on each workstation.

For information about some of the enhancements to specific ProSeries tax products:

e  See the product Release Notes that accompanied the ProSeries CD, or

e  C(lick the Help Center button on the ProSeries toolbar, choose ReadMe
Information in the Help Center, then select the ProSeries tax product, or

e  (lick the Help Center button on the ProSeries toolbar, then select What's
New This Year? in the Help Center, or

e  Start a new return or open a previously-saved return for that ProSeries tax product,
then go to the Search Help field (near the top-right corner of the ProSeries window).

Type keywords or a question in the Search Help field, then click the Search button.

Review the list of search results in the Help Center. Click the blue, underlined title of a
search result to see more information.
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Computer system requirements

Make sure that each computer on which you intend to use ProSeries software for the 2004
tax year meets or exceeds the minimum requirements for all relevant components.

The minimum requirements and recommendations for ProSeries 2004 software differ from
those for ProSeries 2003 software.

The minimum requirements shown below should provide adequate performance on most
computer configurations. Systems that don’t meet the minimum requirements may not
operate as designed.

For more information about how system requirements can affect ProSeries operation, go to
WWW.proseries.com.

Component Recommendation Minimum Requirement

Computer Pentium 4, 1.3 GHz or faster Pentium 266 MHz or equivalent AMD
processor

Memory 512 MB RAM or more. More memory | 128 MB RAM. More memory may be

normally results in improved
performance.

required if you install many products
and have a large number of clients.

Hard disk space

2 GB or more, depending on the
number of products you install and
the number of clients you have.

650 MB. More space may be required
if you install many products and have
a large number of clients.

Windows One of the following: One of the following:
operating e Windows 2000 (service pack 3 or e Windows NT (version 4.0, service
system later) pack 6a or later)
e Windows XP (Home or Professional | ® Windows 98 (second edition)
edition) o Windows ME
Screen 1024 x 768 or higher 800 x 600
resolution
Printer Hewlett-Packard LaserJet Series 4 or Hewlett-Packard LaserJet or PCL
later (or 100% compatible) with at compatible with 1 MB of printer
least 1 MB of printer memory memory
Disk drive CD-ROM 12X or faster CD-ROM 6X or faster
Internet High-speed Internet connection (such | 28.8 K modem
connection as T-1, DSL, or cable modem) or 56 K
modem
Internet Microsoft Internet Explorer 6.0 or later | Microsoft Internet Explorer 5.5,
Browser service pack 2 or later (Internet
Explorer 6.0 is installed if Internet
Explorer 5.5, service pack 2 or later
isn’t already installed).
Internet ProSeries software works with most None required. However, an ISP is
Service ISPs. Contact your ISP if you have a required for features that use the

Provider (ISP)

specific question.

Internet, such as online delivery of
products and electronic filing,.
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Getting ready for the 2004 tax season

Know your responsibilities. You and your clients are responsible for correctly reporting all
information that is required by the Internal Revenue Service or applicable state taxing
agency, and for the accuracy of each return that you file.

Be familiar with your computer system. If you're unfamiliar with the basic operation of
your computer, your Microsoft Windows operating system, or your computer network (if
applicable), read the owner’s guide for your computer, Windows help, or the network
documentation.

Understand the ProSeries License Agreement. You must read and understand the ProSeries
License Agreement. The ProSeries License Agreement appears at the start of the installation
procedure. After the software has been installed, you can review the ProSeries License
Agreement in the Help Center or the ProSeries User’s Guide. Please note the following
conditions of the ProSeries License Agreement:

e  You are licensing the software for use by a named entity and its employees at one
identified location.

e  You are representing to Intuit” that the firm name and address you provide is the
primary firm name and location used in the normal course of business.

e This is the name and address under which you market yourself and your
professional services.

e This firm name and address will appear in the “Paid Preparer” designation on tax
returns.

e  You may enter information about as many preparers as needed, provided that they all
are employees of the firm listed at that particular address.

e  Multiple preparers who operate as separate and distinct firms—even if they share office
space—are considered to be unique and each preparer must purchase a license for his
or her own copy of the ProSeries software.

Preparing for electronic filing

If you want to file returns (or extension request forms) electronically, you must be able to
connect to the Internet from the computer on which you install the ProSeries program. In
addition, you must have an IRS-issued Electronic Filing Identification Number (EFIN).

If you are new to electronic filing or no longer have a valid EFIN, you can apply for one
using either of the following methods:

e  Online. To use the new IRS e-file application, go to www.irs.gov, choose the e-file link,
then click on the e-services link in the e-file for Tax Professionals section.

e Form 8633. Submit Form 8633, Application to Participate in the IRS e-file Program.

Important: You must use the version of Form 8633 dated July 2003. If you submit
an earlier version, the IRS will reject your application. The IRS recommends that you
submit your application at least 45 days prior to the date that you intend to begin
filing returns electronically. You can find Form 8633 and information about electronic
filing at www.proseries.com. Select E-Filing, then How to E-File. You can also find
Form 8633 and information about electronic filing at the IRS Web site, which is
http://www.irs.gov/.

Tip: If you have additional questions about electronic filing, call the IRS e-help desk at
1-866-255-0654.
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State enrollment requirements

Some states require additional electronic filing enrollment paperwork. Verify the electronic
filing enrollment requirements for each state where you plan to file returns electronically.

You can link to each state taxing agency’s Web site from www.proseries.com. Select
Resources, then select State Links.

For more information about electronic filing, see “Filing returns electronically” on
page 37.

Preparing to offer bank products

When you file your clients’ individual returns electronically, they can receive loans based
on their expected federal refunds in the form of Refund Anticipation Loans (RALSs), Refund
Transfers (RTs), and Refund Transfer Direct Deposits (RTDDs). In addition, your fees are
deducted from the client’s refund and deposited into your bank account electronically.

Before you can offer bank products to your clients, you must first apply to Santa Barbara
Bank & Trust, Republic Bank, or First Security Bank to participate in their banking
products program. To apply, go to www.proseries.com, select E-Filing, select Bank
Products, then follow the instructions.

For more information about bank products, see “Overview of Bank Products” on page 47.

Preparing to accept major credit cards and eChecks

You can use the ProSeries/Merchant Account Service to accept payment for your services
by major credit cards and e-Checks.

If you aren’t already a ProSeries/Merchant Account Service customer, you must apply for
the ProSeries/Merchant Account Service program. To apply, go to www.proseries.com,
select Products, select Services, then select Merchant Account Services.

Tip: To apply for the ProSeries/Merchant Account Service program after you install the
ProSeries program, go to the Tools menu, choose Accept Credit Cards/eChecks, then choose
Sign Up.

Ordering presentation folders and envelopes

To purchase presentation folders and window envelopes, call Professional Tax Products
at 1-888-236-8137, or go to the Professional Tax Products Web site at
http://www.proseriessupplies.com.
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Preparing for ProSeries setup

You can use each ProSeries tax product and electronic filing product on an unlimited basis
or a pay-per-return basis.

Using ProSeries products on an unlimited basis

e  Tax products. When you use a ProSeries tax product on an unlimited basis, you pay a
fixed fee to purchase that product, but you don’t pay a fee to print or convert returns
for electronic filing.

e  Electronic filing products. When you use a ProSeries electronic filing product on an
unlimited basis, you pay a fixed fee to purchase that product, but you don’t pay a fee
to transmit returns electronically.

Using ProSeries products on a pay-per-return basis

e  Tax products. When you use a ProSeries tax product on a pay-per-return basis, you
don’t pay a fee to purchase that product, but you must authorize payment for each
return before you can print it or convert it for electronic filing.

e  Electronic filing products. When you use a ProSeries electronic filing product on a
pay-per-return basis, you don’t pay a fee to purchase that product, but you must
authorize payment for each return before you can transmit it electronically.

Important: Service and delivery fees are separate from product purchase fees.

Important: If you want to use a ProSeries product on an unlimited basis, call ProSeries
Sales at 1-800-934-1040 or order online at www.proseries.com. The product information in
your customer record will be updated. Product licensing can be done automatically if your
computer is connected to the Internet (which is the recommended method), or you can use
the manual method for product licensing (by selecting License Products from the ProSeries
Tools menu).

When you install ProSeries software, you'll select the tax products that you want to install.
If you haven’t already purchased the Unlimited version of a tax product or corresponding
electronic filing product, the Pay-Per-Return version of that product will be installed.

Tip: To see more information about Pay-Per-Return products before you install ProSeries
software, go to www.proseries.com, choose Resources, select ProSeries User's Guide, then
see chapter 8, “Using Pay-Per-Return Products.”

You will be prompted for information about the following topics during ProSeries setup.
(You can enter this information as you use ProSeries later, if you prefer.)

For this topic... You should know this...

Firm and Preparers | Basic information about your firm and the preparers who will be using the
ProSeries software

Electronic Filing Information about the person who will be the electronic filing contact for
your firm, if you're going to offer electronic filing to your clients

Bank Products Your bank products registration information, including information about
the bank account where your fees will be deposited by Santa Barbara Bank
€& Trust, if you're going to offer bank products to your clients through
Santa Barbara Bank & Trust

Billing How you want to set up ProSeries billing options such as standard fees,
hourly charges, and per-form charges
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Getting your computer system ready

You can install ProSeries software for stand-alone use or for network use. First, decide how
you will install and use ProSeries software, then get your computer(s) ready.

Important: Before you can install ProSeries software for network use, you must purchase
the ProSeries/Network Version product.

Decide how you are going to use ProSeries software

How you install and then use ProSeries software depends on several factors, including the
number of computers on which you want to use ProSeries.

One computer. If you're going to use ProSeries software on one computer, install the
program for stand-alone use on that computer’s hard drive.

See “Installing ProSeries software for the 2004 tax year” on page 9.

Multiple computers. If you're going to use ProSeries software on more than one computer,
you can install the program for stand-alone or network use.

e  Stand-alone use. If each preparer maintains an independent set of clients, install the
ProSeries program for stand-alone use on the hard drive of each computer.

See “Installing ProSeries software for the 2004 tax year” on page 9 for instructions.

e Network use. If preparers regularly share tasks and review returns for other preparers,
install the ProSeries program for network use.

1. Install the ProSeries network components to a shared drive from the computer you
choose to be the ProSeries Admin workstation. You'll also install and set up the
ProSeries program on the ProSeries Admin workstation at that time.

Any computer (including the network administrator’s workstation) can be the
ProSeries Admin workstation. However, we strongly recommend that the ProSeries
Admin workstation have an Internet connection to help ensure that you always
have the latest version of the ProSeries tax products that you use.

2. Install and set up the ProSeries program on each additional computer that will be a
workstation that runs the ProSeries program (and that will access ProSeries
network components and client files from the shared drive where ProSeries is
installed).

For instructions, see the ProSeries Network Installation Guide that you received with
this guide if you purchased ProSeries/Network Version.

Important: If a preparer is going to prepare returns on a laptop or notebook computer
that will be mobile (in a manner permitted by the ProSeries Software License Agreement),
install ProSeries for stand-alone use on the hard drive of that laptop or notebook
computer.

Tip: If you install ProSeries software for stand-alone use on a laptop or notebook
computer, be sure to use the Copy/Backup and Restore commands on the Client File
Maintenance menu (which is accessed from the File menu) when “moving” client files
from the network to the laptop or notebook, or from the laptop or notebook to the
network.
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Prepare your computer system

We suggest you review the following before installing ProSeries software.

Internet connectivity

Having an Internet connection allows you to take advantage of ProSeries features such as
online delivery of tax products and tax product updates, product licensing, electronic
filing, bank products, and the www.proseries.com and www.my.proseries.com Web sites.

We recommend that the following have a valid Internet connection before you install
ProSeries software:
e  Each computer on which you will install ProSeries software for stand-alone use

e  The ProSeries Admin workstation from which you install ProSeries software for
network use, because all product downloads and product updates must be done at the
ProSeries Admin computer

Computer performance

We strongly recommend that you do the following for each computer that will run
ProSeries software:

e  Run the Scan Disk and Disk Defragmenter system tools to correct any errors on the
hard drive and speed up access to the contents of the hard drive. (For more
information, refer to Windows Help.)

e  Use virus-protection software to check for viruses on the hard drive.

Know the location of your ProSeries 2003 client files

ProSeries software for the 2004 tax year can transfer relevant data from ProSeries 2003
client files into new ProSeries 2004 client files.

If you used ProSeries software for the 2003 tax year, make sure you know the location of
last year’s ProSeries client files—especially if your ProSeries 2003 client files are stored on
3.5-inch disks or other external storage media.

Tip: The default installation location for the ProSeries 2003 client file directory was
C:\ProWin03\03Data.

Know the location of the other important data files

If you use QuickBooks® software, Quicken® software, Intuit EasyACCT® software, ProSeries/
Fixed Asset Manager, a trial balance program, or any other software from which you
expect to import client data, make sure you know where the relevant data files are located.
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Installing ProSeries software for the 2004 tax year

This section explains how to install ProSeries software on each computer that will use
ProSeries independently. If you purchased ProSeries/Network Version, refer to the
ProSeries Network Installation Guide for instructions.

You install ProSeries software from the first ProSeries CD that you receive. Each ProSeries
CD contains the latest version of each ProSeries tax product that’s currently available. (For
details about each ProSeries CD, see “Software service and delivery information” on

page 25.)

When you run the ProSeries installation program, select each ProSeries tax product that
you expect to use for the 2004 tax year—even if you're only installing Client Organizer
from the ProSeries Head Start CD. The installation program will install each tax product
that you selected, provided the tax product is on the ProSeries CD. The ProSeries User’s
Guide will also be installed.

Important: We strongly recommend that you install Client Organizer from the Head Start
CD so you can receive other products via the Internet as soon as possible. For more
information, see “Keeping your ProSeries tax products up-to-date” on page 25.

Before you install ProSeries software for the 2004 tax year, note the following important
information:

e Release Notes. Read the printed Release Notes and any other material that
accompanied the ProSeries CD.

THE RELEASE NOTES MAY CONTAIN, AMONG OTHER THINGS, ADDITIONAL
LICENSING TERMS THAT GOVERN THE USE OF THE PROSERIES SOFTWARE AND
RELATED SERVICES.

e  Packing slip. The packing slip that accompanied the ProSeries CD contains the
following information that you will need:

e Your Customer Number and ZIP code

e The install code for ProSeries/Network Version, if you purchased
ProSeries/Network Version

e The install code for ProSeries/Practice Manager, if you purchased that program
e The install code for ProSeries/Fixed Asset Manager, if you purchased that program

Tip: The only product licensing information on the packing slip is your Customer Number
and ZIP code.

Important: If you are installing ProSeries software on a server and workstations for
network use, refer to the ProSeries Network Installation Guide for instructions.

Installing ProSeries software for stand-alone use

To install ProSeries software on a computer for stand-alone use:

1 Close all open applications and turn off any virus-protection utilities on the computer.
2 Insert the ProSeries CD into the appropriate drive.

Don’t remove the CD from the drive until you finish installing products.
3 In the ProSeries Installation dialog box, click Tax Preparation.

If the ProSeries Installation dialog box doesn’t appear automatically:

a. Go to the Windows taskbar, click Start, then choose Run.
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b. In the Run dialog box, type X:\CDSETUP (where X represents the letter of
the drive containing the ProSeries CD), then click OK.

c. When the ProSeries Installation dialog box appears, click Tax Preparation,
then continue to Step 4.

4 In the Welcome dialog box, click Next when you're ready to continue.

5 A System Warning dialog box appears if your computer doesn’t meet the minimum
system requirements for the ProSeries 2004 software. (For more information, see
“Computer system requirements” on page 3.)

If the System Warning dialog box appears, read the information, then do one of the
following:

e C(lick Cancel to exit the installation program, then correct the situation(s) identified
in the System Warning dialog box. After your computer meets the minimum system
requirements for the ProSeries 2004 software, go back to page 9 and start the
installation procedure again.
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e (Check the box indicating that you understand you may not receive technical
support for issues that you may encounter while using the ProSeries program, then
click Next to continue to Step 6.

Important: We strongly recommend that you click Cancel and correct the situation(s)
identified in the System Warning dialog box. For information about how system
requirements can affect ProSeries operation, go to www.proseries.com.

6 In the Software License Agreement dialog box, read the ProSeries License Agreement
to understand the scope of your rights to use ProSeries software.

e Select | accept the agreement if you agree to accept all the terms of the ProSeries
License Agreement, then click Next and continue to Step 7.

e Select | do not accept the agreement if you don’t agree to accept all the terms of
the ProSeries License Agreement, then click Cancel and exit the installation
program.

Important: If for any reason you find the ProSeries License Agreement unacceptable,
do not install the software. Contact ProSeries Customer Service for a refund instead.

7 In the Select an Installation Type dialog box, click Next.

Select an Installation Type _
ProsEiEs

e
[Piease celect the v of irtalation you voukd e b perfos

Stand Alone is the default selection. & tare Ao}
" Network.

Cace

8 In the Select Destination Directory dialog box, do one of the following:

e Click Next if you want to install ProSeries software in a \PROWINO4 directory on
the drive that’s shown in the dialog box. (That drive will be C: or the drive on
which last year’s ProSeries was installed.) Proceed to Step 10.

e (lick Browse if you want to install ProSeries software to a different drive or
directory. Continue with Step 9.
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Select Destination Directory
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In the Select Folder dialog box, take the following steps:

a. Select the drive where you want to install ProSeries software.

b. After selecting the drive, type the folder name \ProWin04 in the Folder
name field so that it appears after the drive you selected, then click OK.

PROWINO4 directory. For best results, use PROWINO4 as the name of your
2004 ProSeries directory. Don’t install ProSeries software to the root of a
drive.

c. When prompted to create the PROWINO4 directory in the location that
you've specified, click Yes.

d. When you return to the Select Destination Directory dialog box, click Next.
Continue with Step 10.

In the Tax Year 2004 Product Selections dialog box, select the products that you

expect to use for the 2004 tax year, then click Next.

Tip: If you used ProSeries software for the 2003 tax year, the products that were

installed last year may already be selected.

These check boxes are for state products.

Tax Year 2004 Product Selections
[ — Stete Products
This section explains ;g apedice e 1040 1120 11205 1085 1041 705 1040 1120 11205 1065 1041
how to use this dialog A O O O ¢ MO O C O C
box The products pou &R Ms I I
: selctedwilbewpdated || 22 = O C C ¢ T
eachtmeyoucornectta (|| & T I T T T T ne C I I I
the Itu server ar when Lcess r ND [
youinstal from futre COs. (| CO [ [ [ o NE [ [
(ST i I W W nH I r
Products not availsble oc [ [ T O i i i
upon iniial install wil be ||| DE F r - M T
added. when available, EL MY
These check boxes are from futurs server B O C CLC I —w'_ EwEE
for federal products. connections or CDs. H C C C ¢ o
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corresponding federal F Higarize Wy L0 T wy [
prOdUCt' < Back | ‘ Mext > I Cancel | Help |

Tip: Every ProSeries tax product for 2004 is shown in this dialog box, including
products that may not be available yet. Select all ProSeries tax products that you
intend to use this tax season. You can install additional products later, as described in

Install and Setup
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“Keeping your ProSeries tax products up-to-date” on page 25. Any products you
select here that you haven’t purchased as unlimited will be installed for pay-per-
return use.

If any of the products you selected aren’t on the CD, you'll see the Installation Note
dialog box. Review the list of products that will be installed later (when they become
available), then click OK. (For more information, see “Keeping your ProSeries tax
products up-to-date” on page 25.)

In the E-mail Alert Registration dialog box, click Accept or Decline, depending on
whether you accept the terms of the E-mail Alerts system, then click Next.

Tip: E-mail alerts inform you when the products you selected for installation become
available or are updated. E-mail alerts also inform you about support issues, and
present information relevant to your ProSeries products.

Review the E-mail Alert Selection on Multiple Computers dialog box, then click OK.

In the Disk Space Confirmation dialog box, review the Required Space and Available
Space information, then click Next.

The installation program installs all available ProSeries tax products that you selected,
then verifies that all applicable files were installed correctly. Continue with Step 15.

Installation Failed dialog box. If you see this dialog box, a product was not installed
properly. Click Help to find a possible solution, then click Exit to exit the installation
program.

Additional components. Wait while additional components, such as any necessary

fonts, Internet Client software, the ProSeries User’s Guide, WexTech” AnswerWorks®
software, and ProSeries Product Licensing components are installed. Dialog boxes and
progress bars keep you informed.

Internet Explorer. If Microsoft Internet Explorer 5.5, service pack 2 or later isn’t
installed on your computer, the installation program installs Internet Explorer 6.0
before continuing. ProSeries software requires portions of Internet Explorer 5.5,
service pack 2 or later to run properly.

Important: If ProSeries installs Microsoft Internet Explorer, you are prompted to
restart your computer. After the computer restarts, the installation program will finish
the ProSeries installation procedure.

Restart Windows message. Restart your computer if you are prompted to do so.

If the installation program doesn’t resume after you restart the computer,

start the ProSeries program by double-clicking the ProSeries 2004 shortcut 3
icon on your Windows desktop. The Connected Customer Wizard will begin ~ Froeres
automatically. Go to “Setting up the ProSeries program” on page 14 now.

Setup Complete. In the Setup Complete dialog W
Sabup Completn!

box, click Finish, then continue with Step 19.

We recommend that you leave the check mark
in the Launch ProSeries option.

If the Launch ProSeries option was selected:

The Connected Customer Wizard begins 1 o
automatically. Proceed to “Setting up the ' e
ProSeries program” on page 14.

If the Launch ProSeries option wasn't |
selected: You return to the ProSeries

Installation dialog box that’s discussed in Step 3, which starts on page 9. Click Exit to
return to the Windows desktop. Continue with Step 20.
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20 After you return to the Windows desktop, start the ProSeries program by
double-clicking the ProSeries 2004 shortcut icon. The Connected Customer
Wizard will begin automatically.

@

ProSeries
2004

21 Continue with “Setting up the ProSeries program” on page 14.

Troubleshooting suggestions

If you have difficulty installing or starting the ProSeries program, see the troubleshooting
suggestions in the following table.

If this occurs...

Do this...

A dialog box informs
you that your computer
doesn’t have enough
disk space

1. Go to the Start menu, point to Programs, then Accessories, then
System Tools, and then click Disk Cleanup.

2. Try to install the ProSeries software again.

3. If there still isn’t enough disk space, remove unused programs or
data from the hard drive.

A dialog box informs
you there was an error

1. Write down the error message, then restart the computer.

2. Go to the Start menu, point to Programs, then Accessories, then
System Tools, and then click ScanDisk.

3. After ScanDisk is complete, go to the Start menu, point to Programs,
then Accessories, then System Tools, and then click Disk Defragmenter.
4. After Disk Defragmenter is finished, run your virus-protection
software.

5. Clean the ProSeries CD with a soft cloth, then try to install the
ProSeries software again.

The ProSeries program
doesn’t start when it
should

1. Restart the computer.
2. Make sure no other applications are running.
3. Double-click the ProSeries 2004 icon on the desktop.

You still are unable to
install or start the
ProSeries program

Start your Internet browser, then go to www.proseries.com to see
additional troubleshooting solutions.

You are unable to
resolve the problem

Call ProSeries Technical Support. To save time, gather as much
information as possible, including any error messages. If your
computer is networked, have your network administrator available.
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Setting up the ProSeries program

The first time that you start the ProSeries program, the Connected Customer Wizard helps
you set up the program if there’s a valid Internet connection.

Network. The ProSeries program should start from the ProSeries Admin workstation the
first time. Don’t set up other workstations to run the program until you’ve set up ProSeries
from the ProSeries Admin workstation.

If the computer has a valid Internet connection

If the computer has a valid Internet connection, the Connected Customer Wizard performs
the following important tasks to save you time:

e Internet Connection. Connects via the Internet to an Intuit ProSeries server that
contains customer information.

e  Firm information. Retrieves the name and address of your firm from the Intuit
ProSeries server.

e  E-mail address. Retrieves your firm’s e-mail address from the Intuit ProSeries server.

e  Product licensing. Licenses your ProSeries tax software to your firm, based on your
Customer Number, ZIP code, and information in the customer database on the Intuit
ProSeries server.

e Products you've purchased as Unlimited are licensed as Unlimited.
e All other products are licensed as Pay-Per-Return.

Important: Product licensing information is not printed on the packing slip. For
more information, see “Product licensing” on page 23.

e  Product updates. Checks for updates to the products that were installed from the
ProSeries CD, then downloads and applies the relevant updates, if any.

e New products. Checks for products that you selected for installation that weren’t
installed from the ProSeries CD, then downloads and installs those products, if any.

Tip: If you need to edit information that the Connected Customer Wizard retrieves from
the Intuit ProSeries server, you can do that in the ProSeries program later.

Proceed to “Using the Connected Customer Wizard” below.

If the computer doesn’t have a valid Internet connection

If the computer doesn’t have a valid Internet connection, you see a dialog box that
explains the benefits of being connected and asks whether you want to start the Internet
Connection Setup Wizard. If you don’t establish a valid Internet connection, the Options
Setup Wizard begins. Proceed to “Setting ProSeries options” on page 17. You'll have an
opportunity to license your products and to enter your firm’s name and address later.

Using the Connected Customer Wizard

When the Connected Customer Wizard starts, go to:
e Step 1 if the computer doesn’t have a valid Internet connection
e Step 2 if the computer has a dial-up Internet connection
e Step 3 if the computer has a valid, non-dial-up Internet connection
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1 If the computer doesn't have a valid Internet connection, a dialog box explains the

benefits of being connected.

e [fyou think you might be able to establish a valid Internet connection, click Yes to

run the Internet Connection Setup Wizard.

After you establish a valid Internet connection and return to the Connected

Customer Wizard, continue with Step 2.

e If you know you won'’t be able to establish a valid Internet connection now, click

No to exit the Connected Customer Wizard.

The ProSeries program will start automatically. Proceed to “Setting

ProSeries options” on page 17.

Tip: To establish a valid Internet connection at a later time, go to the
ProSeries Help menu and choose Internet Connection Setup.

2 If the computer has a dial-up Internet connection, you are prompted to connect to
the Internet if the computer isn’t currently connected. After you connect to the

Internet, continue with Step 3.

3 In the Connected Customer dialog box, click Choose Products to Install if you want to
view the products that you selected to install, or if you want to select additional
products for installation. Click Next in the Connected Customer dialog box when

you're ready to continue to Step 4.

Connected Customer

TRG i o o comiel jour mstalaon, FoSetes necrs o perom the
% ©S  folowing tasks via the Intemat. The transmission wil ccur
e Tur Petessonars Crace 3t tis time only

Connected
Customer

Initislize: Internet Cornection
Weify Firm Information

ety Email Acdhess

License your praducts

Cheok for Product Updates
Check for Mew Product Releases

m oMo

The following data will be transmitted to Intuit via SSL encryption:
customer number, 2ip code, ProSries product codes, data abeut
your ProSeries software, your firm information and Email address

Only the necessary ProSeries files are downloaded to your PE;
Intuit servers never acoess any other information on your
computer. To view the ProSeries Priuacy Statement,
cliok here

Choose Products to Install /‘_ T concel

Click here to see the Tax Year
/2004 Product Selections

dialog box.

Click here when you're ready
/ to continue.

4 The Customer Information dialog box appears so you can enter or verify your
Customer Number and ZIP code. (See the Sold To: area on the ProSeries packing slip.)

Customer Information [ <]

Enter your customer number and ZIP Code. This infomation
can be fourd in the upper left hand carmer of your packing
s,

Connected
Customer

Customer Number: ||
ZIP Code

NOTE: If your shinping addvess is different than your biling
addiess, it s important that you use the ZIF Code associated
with your billng address (1sfened ta as the "SOLD TO"
address on your packing ship]

< Back I Mext > I Cancel

These numbers should match the
Customer Number and ZIP code
that are printed in the Sold To:
area of your packing slip.

A different Customer Number and
ZIP code might appear in the Ship
To: area of your packing slip.
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5 Click Next.

The Progress dialog box keeps you informed about what the Connected Customer

Wizard is doing.

e The Connected Customer Wizard adds a check mark when it successfully completes

a task.

e If the Connected Customer Wizard is unable to complete a task, you'll see an “X”

instead.

6 Click Next after the Connected Customer Wizard finishes the setup tasks.

7 In the Verify Firm Information dialog box, review the information that appears. This is
the information that we have on file for your firm (based on your Customer Number

and ZIP code).

Important: Review this information carefully. The ProSeries program prints this
information on all returns prepared by your firm.

Verify Firm Information

Review this information carefully. The Firm Name and Address below
will appear on al returns for which you are the paid preparer.

Tho Tax .
Connected  Custorer Number : 0123455789
Customer

Firn Name |Pm£enesm\ Products Inc

Addiess [Fz20 Greenwich Diive:
City ISan Dicgo
State A

2ZIP Code 92122

YES - This is the information | want to appear on all ietums for
which | am the paid pieparer

€ N - This infomation is MOT cormect and | want to editit.

Click Yes if your firm
information is correct.

Click No if you want to enter or
edit your firm information.

< Back I exts I Cancel

8 Click Next.

e If you selected Yes, you see the Verify EMail Address dialog box. Skip to Step 11.
e If you selected No, you see the Enter Firm Information dialog box. Continue with

Step 9.

9 Enter or edit your firm’s name and address, then click Next.

Enter Firm Information

Enter or edit the information below,
Customer Number © 0123456783

Connected Fimmiere

Customer
Addiess 100 Min Sheer
City Iﬁan Diego
State ca

ZIF Code 92122

< Back I Nest > I Cancel
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10 If you make significant changes to your firm’s name or address, you see the Warning
dialog box that’s shown next. Call Customer Service to update your firm information
in our records, then click OK to continue.

ProSeries - 2004 []
!} In order to make this changs ta the it information, pou must call custamer service at 1-800-374-7317.

11 In the Verify EMail Address dialog box, enter or verify your e-mail address, then click
Next.

12 The Sending Changes to Server dialog box keeps you informed about what the
Connected Customer Wizard is doing. When it’s done, click Next.

13 When the Product/Update Summary dialog box appears, review the list of new
products and product updates that are available, if any. When you're ready to
continue, click Continue.

14 If there are new products or product updates to download, wait while the Connected
Customer Wizard downloads and installs those new products and product updates.

15 When the Connected Customer Wizard finishes, the Prior Year Settings Transferred
dialog box appears or the Options Setup Wizard begins so you can set up various
ProSeries options. Proceed to “Setting ProSeries options” next.

Setting ProSeries options

The first time this year’s ProSeries program starts, it transfers preferences and settings that
you used with last year’s ProSeries program if it locates the file with that option
information on your system.

Important: If you installed ProSeries for network use, the program transfers last year's
preferences and settings only if it starts from the ProSeries Admin workstation the first
time.

e Not Transferred. If the program wasn’t able to transfer last year’s ProSeries
preferences and settings, the Options Setup Wizard starts. Proceed to the next section,
“Using the Options Setup Wizard.”

e Transferred. If the program transferred last year’s ProSeries preferences and settings,
the Prior Year Settings Transferred dialog box appears.

If you see the Prior Year Settings Transferred dialog box:

e  C(lick Edit if you want to review and edit preferences and settings in the Options Setup
Wizard before going to HomeBase.

e C(lick OK if you want to go to HomeBase without running the Options Setup Wizard.
Proceed to “Transferring data from ProSeries 2003 client files” on page 21.

Using the Options Setup Wizard

The Options Setup Wizard starts automatically if the program wasn’t able to transfer the
preferences and settings that you used with last year’s ProSeries program, or if you choose
the Edit button in the Prior Year Settings Transferred dialog box.
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To set ProSeries options:

1 When the Options Setup Wizard starts, the first dialog box you see welcomes you to
the Options Setup Wizard. Click Next to see the Options Setup Wizard dialog box
that’s shown next.

Options Setup Wizard

ms’eé’sl ProSeries is a powerhul tool cortaining many options that you can
e &2

A8l tailor to your particular practice. Take a few minutes to set up your
Tow Tax Professlonals o | oo options.
Ch E Options
oose Express Setup Wizard If you choose Cancel, you can akways change your options later
Setup to quickly set
up some essential

program options.

% Express Setup
Express Setup allows pou to quickly setup the essential program
aptiores you will need for ProS eries.
Choose Custom
Setup for a more
detailed review of
all program options.

' Custom Setup

Custom Setup s a comprehensive st of program options that

allowie you to masimize ProSeries ta fit your individusl needs. Click the Help
button to see
information

<Back | Het> | Cancel Help /{ zggutadlalog

2 Choose Express Setup or Custom Setup.

e If you select Express Setup, you see the Options Setup Wizard dialog boxes for the
ProSeries options that you need to set before you complete returns.

e Ifyou select Custom Setup, you first choose the areas of the program that you want
to set up. The choices are Basic Options, Transfer Options, Printing Options, and
Electronic Filing Options. Next, you see the Options Setup Wizard dialog boxes for
the areas of the program that you chose.

3 Click Next.

Most Options Setup Wizard dialog boxes are self-explanatory. However, the next
sections discuss the following three topics in some detail.

e “Entering firm and preparer information” (see below)
e “Entering global billing information” (see page 20)
e “Enabling and scheduling Task Scheduler tasks” (see page 20)
4 Continue setting ProSeries options in the Options Setup Wizard dialog boxes.
5 When the Congratulations dialog box indicates that you completed the Options Setup
Wizard, click Finish to save the options that you selected.

6 Go to “Transferring data from ProSeries 2003 client files” on page 21.

Entering firm and preparer information

You enter information about your firm in the Firm/Preparer Information dialog box. If you
completed the Connected Customer Wizard described on page 14, you’ll see your firm’s
name and address in the gray area of the Firm Information section.

Tip: If you don't see your firm’s name and address, you'll retrieve that information from an
Intuit Internet server later as explained in “Product licensing” on page 23.

Enter other information about your firm in the fields below the gray area. If the firm will
be filing returns electronically, be sure to enter the firm’s Electronic Filing Identification
Number (EFIN).
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During the product licensing

procedure, your firm’s name and Girmlinformation j
address are retrieved from an Intuit Finm Piame Fim#
Bddiess
Internet server, then entered here. e =
Enter other information about your —— empiayericz @iy orsian Courtry
ﬂ m h ere Fhone lone number on return? Yes Ne
. Fax Firm E-mail
Faor MM, WM, OF Firms Only: State IDx
Enter preparer and ERO Electronie Filing Only: Electroric Filing Identification & (EFIM) (See Help)
information in this section. —0 —— Preparer / Electronic Return Originator (ERO) Information
To move to new fields press ®  Preparer Code Bszocisted wRthFirm®  _ Print name in signaturs ares? ‘:‘ =

ENTER or TAB, or use your mouse.

Dptions S etup Wizard [ x]

Firm/Preparer Information

If your Firm Mame and Address does nat appear in the aray box below, pau wil have the
opportunity to enter it later. Enter other Firm and Preparer infarmation now

<Back [ MNews | ol | Help |

Enter information about the firm’s preparers in the next section of the dialog box. There’s
room to enter information for many preparers. If preparers will be filing returns
electronically, enter Electronic Return Originator (ERO) information in this section also. If
the ProSeries program transferred preparer information from last year’s program, just edit
the information as necessary.

Tip: For information about any field in the Firm/Preparer Information dialog box, right
mouse click the field, then select About <Field> on the pop-up menu.

This table explains some of the fields in the Firm/Preparer Information dialog box:

Field

Explanation

Firm Name and
Address

This must be the primary firm name and location used by you in the normal
course of business (in other words, the firm name and address under which
you market yourself and your professional services). This information prints in
the Paid Preparer area on each tax return for which you are the paid preparer.

If you prepare a return for which you are not the paid preparer, and you want
to substitute an alternative “self-prepared return” or “non-paid preparer”
designation in the paid preparer section of applicable forms instead of your
company’s firm name and address, right mouse click on the Preparer Code
field, then select About Preparer code on the pop-up menu to see specific
directions on what to do in those situations.

You can’t enter or edit your firm’s name or address in the Options Setup
Wizard. To edit information in the shaded area after you finish the Options
Setup Wizard, go to the Tools menu, select Options, select Firm/Preparer Info,
click the Edit button, then follow the on-screen instructions. To enter your
firm’s name and address after you finish the Options Setup Wizard, go to the
Tools menu, select License Products, select Online or Manual, then follow the
on-screen instructions.

Preparer Code

Enter a code of up to three characters to identify the preparer.
For example, enter the preparer’s initials or a numeric code.
Each Preparer Code must be unique.

As you prepare returns, enter this same code on the client’s Federal
Information Worksheet (if an individual return) or in the preparer’s block on
the signature form (if a business return) to associate that return with a
particular preparer.

Print name in
signature area?

Check this box to print the preparer’s name on the Preparer’s Signature line of
the tax return. The preparer can then write his or her signature on top of or
next to his or her printed name.
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Field Explanation

Self-employed? | Select this box if you want ProSeries to check the Self-Employed box in the
Paid Preparer area of the tax returns that the preparer prepares.

Checking the Self-employed box does not replace the firm’s name with the
preparer’s name, even if the preparer is self-employed. The firm name always
prints on the returns for which you are the paid preparer.

Entering global billing information

Use the Global Billing Options dialog box to set the billing options that you want to use for
all clients. Many billing options are available. If the ProSeries program transferred global
billing information from last year’s program, just edit the information as necessary.

Tip: If Client Organizer is the only installed product, the Global Billing Options dialog box
doesn’t appear.

This dialog box has seven sections:
Global Billing Options
Tax Prepa ratlo n Fees Use this form to select the billing option(s) vou vwould like o have 3vailable for all of your ﬂ
cliers. You may add or change this information for any olient by accessing Client-Specific
2 Hou rIy Cha rges Billing Options from within the cliem’s file. See Help for additional information.
1 Tax Preparation Fees
Fe Tax Pr 3tion Fees: & it
3 Per Form Charges ?MJZZ’QEQZ:;..ET B e ey e e -
Preparer alectronic filing fee ...
. . Preparer RAL/RT application preparation fee ...
4 Miscellaneous Fees and Adjustments cats T Prepsratan e
State 1D
H Flat fee description:
5 Discount ﬁ
Nisc. deseription:
State D
6 Sales Tax Fis fee das St
Preparer electronic filing fee =l
7 Standard Paragraph

<Back [ MNews | Caed | Hep |

Important: For detailed information about any field in the Global Billing Options dialog
box, right mouse click the field and select About <Field> on the pop-up menu.

Entering your Customer Number and ZIP code

If the Customer Information dialog box appears, verify or enter your Customer Number
and ZIP code, then click Next. You can find your Customer Number and ZIP code in the
Sold To: area in the upper-left corner of the packing slip that came with the product.

Enabling and scheduling Task Scheduler tasks

ProSeries Task Scheduler automates several tasks for you. Typically, you set up Task
Scheduler to perform tasks late at night, when you aren’t using your computer.

The ProSeries Task Scheduler dialog box identifies the tasks that Task Scheduler can
perform for you automatically. Initially, all tasks are disabled. Click the check box for each
task that you want to enable. When you enable at least one task, this dialog box indicates
the days and time that Task Scheduler is scheduled to perform the enabled tasks.

Tip: If Client Organizer is the only installed product, the Receive E-file related
Acknowledgments task isn’t available.
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Dptions Setup Wizard [x]

ProSeries Task Scheduler

ProSeiies can autamatically perform tasks a the tine yau specity, [Yur computer must be tuined on
and able to connect to the internet.

Check the box to the left of the task name to select the task.
Task Description

To enable a task, click the check box. 10/ & Existing produ... ducts automatically and get the |

Receive E-ile related cknowledaments Fiecsive Electronic Filing and Bank Produst acknowledc

Bl | I
The selected tasks are scheduled to mn at 1:32 AM Mon-Fri
To change the scheduled time, cick "Modiy SChedule™ ..o Wodiy Schedule.,

This line identifies the current schedule.

our data is transmitted via 3 secure connestion. Only data about your ProSeries software is
transmitted to Intuit and only the necessany ProSeries files ae downloaded to your FC. Intut serfers
never acsess any other information on your compter. To wiew the ProSeries Privacy Statement,
lick here

To change the current schedule, click
here. (At least one task must be
( < Back | Mewt > I

enabled.) Cancel | Hep |

Important: We recommend that you enable the Download New/Update Existing Products
task to help keep your ProSeries tax products current. If you will be filing returns
electronically, we also recommend that you enable the Receive E-file related
Acknowledgments task. If you click the Modify Schedule button, you'll see the Modify
Schedule dialog box.

Important: If you schedule tasks to run during the night, the computer must be running
and Task Scheduler must be able to connect to the Internet “unattended.” If your Internet
connection requires a password, that password must be stored and available.

To see more information about Task Scheduler after you finish setting up the program:

e  Use the Search Help feature on the Help toolbar, or
e  Click the User's Guide button on the toolbar, then go to chapter 5, “Task ;
Scheduler.”

Tip: To run the Options Setup Wizard whenever you want from within ProSeries,
go to the Help menu and choose Options Setup Wizard.

To see detailed information about ProSeries options after you finish setting up the
program:
e  Use the Search Help feature on the Help toolbar, or

e  C(lick the User's Guide button on the toolbar, then go to chapter 3, “Setting g
ProSeries Options.”

Transferring data from ProSeries 2003 client files

The transfer procedure is a simple way to start your clients’ ProSeries 2004 client files
using the relevant data in their ProSeries 2003 client files.

When you complete the Options Setup Wizard
or choose OK in the Prior Year Settings 2
Transferred dialog box the first time you start N
the ProSeries program, you are asked if you
want to transfer last year’s client files.

Tip: You can transfer data from 2003 ProSeries/1040 client files to 2004 Client Organizer
files or to 2004 ProSeries/1040 client files. If you transfer data from 2003 ProSeries/1040
client files to 2004 Client Organizer files, you can transfer data from those 2004 Client
Organizer files to 2004 ProSeries/1040 client files later.

YWould you like to transfer last year's client files?
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If you used ProSeries software last year, click Yes to go to the Transfer window, then do the
five steps listed on the left side of the Transfer window.

=] E3
Ele Edt Yiew Impot E-Fle Iook HomeBase Infomation Help
1 A1 Hene El @I 32| B | 2 Guick Answers Transfer
Select the type of transfer aberi 111,031 Teell 151 031
you want to perform from \ 1 Select the type of files to transfer ande1112.03i ind1152.031
the list of alternatives. [2003 Form 1040 to 2004 Farm 1040 7] pndr114.03i luke1153.031
ake1115.031 mart1154.03i
haxt1117.031 rmary1165031
2 2 Transfer data files from... " "
AP T304t B heck!118.03! maxs1166.030
. r roVyind ata i i
Select the location of your — o | prowt119.03 mecat 157 031
existing client files. el m ;
9 3 Transfer data files to... carl1121.031 mitc1160.03i
3 / L CiProinDA04Data Browse.. Ea’”::zfuuj' ’”“’ﬁég%ga'
carr nol 1
: chav1124.031 patt! 166.03i
Select a location for the 4 Select clients deerni126.031 vati1167 031
new client files. [use "Select All" button belowr or hald doven the CTRL key  [dunnd 127 030 rile1168.031
while using your mouse to select multiple clients) rale1128.031 russl 170,030
a aelectal st1129.031 scot1171.031
. . ran1 130,031 small173.031
Select the client files that | — it 131,03 e aanm
you want to transfer data a0 iE] stub1177.031
from, or click the Select 5 Begin transfer :aﬂé‘m: 3;‘ t:ﬂmmggg:
arl Ll )
All button. Transfer held1135.03i trap1181.031
henn1139.031 tum1182.031
5 / hught140.03i walk1182.031
After you've selected one " ess1142.031 wese1185.031
I. t IICk ohnT 144 031 will1186.031
or more clients, ¢ kased146.03 wrig1188 031
Transfer. kenni147.031 wuji1189.031
kesw1146.031 Z08M 190,031
kolo1149.031
ﬂl M lave1150.031
[ [Clients in view: 60 v

Important: When transferring client data on a network, the location in the Transfer data
files to... field (step 3) must be the directory where your ProSeries 2004 client files are
being saved. This directory is set from the ProSeries Admin workstation during the Options
Setup Wizard (or in the Directories section of the Options dialog box).

When you click Transfer, the ProSeries program creates a new 2004 client file for each
client whose data is being transferred, then transfers the applicable data into the new
ProSeries 2004 client file.

The Batch Transfer Status dialog box keeps you informed during the Transfer process, and
the Transfer Log dialog box appears when the ProSeries program finishes transferring
client data.

Review the information, then click Close to go to HomeBase. HomeBase is discussed in
“Preparing your clients’ federal and state returns” on page 27.

Electronic filing. If a 2003 return was marked for electronic filing, that selection is
transferred to the 2004 return. PINs are not transferred. If a client’s 2004 federal return will
be electronically filed using a PIN instead of Form 8453, open the client’s 2004 federal
return, then go to the IRS e-file Authentication Statement.

Tip: For on-screen instructions, go to the Help menu, choose Help Center, select Tutorial
Videos, then choose Transferring Prior Year Data.

For more information about transferring data from ProSeries 2003 client files:

e  Use the Search Help feature on the Help toolbar to find the information that you want,
or

e  C(lick the User's Guide button on the toolbar, then go to chapter 9, ;
“Transferring Client Data and Practice Information.”
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Product licensing

Product licensing is a system that licenses your ProSeries tax software to your firm.
Product licensing is required before you can print returns or file returns electronically.
Products that aren’t licensed for unlimited use can be used on a Pay-Per-Return basis.
Product licensing no longer requires access codes.

Product licensing uses your Customer Number and ZIP code with information in Intuit’s
records to deliver the following to your ProSeries tax software:

e  An unlimited-use license for each ProSeries tax product and ProSeries electronic
filing product that you've purchased for Unlimited use—even if those products haven’t
been installed yet

e  Your firm’s name and address

Tip: You can make non-significant changes to your firm’s name and address (such as
changing “Dr.” to “Drive”) after ProSeries product licensing has occurred.

ProSeries product licensing can be performed using the Online method or the Manual
method. For most ProSeries users, product licensing occurs online automatically.

Automatic, Online product licensing

The Connected Customer Wizard performs product licensing automatically when:

e  You install ProSeries tax software for stand-alone use on a computer that has an
Internet connection

e  You install ProSeries tax software for network use from a computer (referred to as the
ProSeries Admin workstation) that has an Internet connection

Important: When ProSeries is installed for network use, product licensing must be
initiated from the ProSeries Admin workstation. Product licensing information is shared by
all computers that have been set up as ProSeries workstations. See the Network Installation
Guide for information about network install codes.

Be sure to read “Updating your firm’s product licensing information” on page 24.

Product licensing using the Manual method

If automatic, Online product licensing hasn’t been performed (as explained above), you'll
see the message “Product Licensing Required” in the HomeBase Message Center. When you
click that message, you see a License Products dialog box that includes two options: Online
(Recommended) and Manual. Select Manual, then click OK. You’ll see the License Products
dialog box shown on the next page.

Tip: The three ways that you can contact Intuit for manual product licensing are:

e Automated Touch Tone phone service (call 1-800-723-0692)
e  Online service (go to www.proseries.com, then select Product Licensing)
e Talk to a Customer Service representative (call 1-800-374-7317)
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Verify your Customer Number and ZIP code.

2

Enter your firm’s name and address.
(This information must match the
information contained in Intuit’s records.)

3
Click the Get Key Code button so the
program will generate a unique Key Code.

4

Contact Intuit using one of three methods.
After you provide the Key Code that was
generated, you will receive a unique
Licensing Code from Intuit.

5
Enter the Licensing Code, then click OK.

License Products [=]

1. Verlty Customer Number and Zip Code
Custortres urtest |ﬁ:mﬁ ook [@12

2. Enter Your Firm Information

Fen aeen |

|
iy Slake Zocos |
3. Generate Key Code

4. Hetrieve Licensing Code

pecvade the ke code you genersed n thep 3.
Budenated Teuch Tone: 18007230652

Drline: wewww i ro8ses. Com/Rcensing
Cuttomes Sarvice: 1-800-374-7317

5. Enter Licensing Code

ok | Concd | Heo |

Be sure to read “Updating your firm’s product licensing information” below.

Product licensing with multiple, non-Internet computers

If you install ProSeries for stand-alone use on computers that don’t have an Internet
connection and you don’t want to perform product licensing for each computer using the
Manual method, here’s a convenient way to copy your firm’s product licensing information
from one computer to the other computers.

1 From the computer with your firm’s product licensing information, go to the File
menu, choose Copy Product License, then use the dialog box to save the product
license file to a network location or removable media (such as a 3.5-inch disk).

2 From each computer that requires product licensing, go to the File menu, choose
Retrieve Product License, then use the dialog box to retrieve the product license file
that you copied to the network location or removable media.

Tip: Repeat this procedure if you update the firm’s product licensing information.

Updating your firm's product licensing information

Update your firm’s product licensing information when:

e  You purchase additional ProSeries tax products or additional ProSeries electronic
filing products for Unlimited use, or

e  The software or an Intuit ProSeries representative instructs you to update your product
license information

If either of these situations occur, go to the Tools menu, choose License Products, select
Online or Manual, then click OK.
e Ifyou chose Online, simply wait for the product licensing procedure to conclude.

e Ifyou chose Manual, just follow the instructions in the License Products dialog box
shown at the top of this page.
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Keeping your ProSeries tax products up-to-date

You can install new products and update previously-installed products via the Internet and
from ProSeries CDs that you receive, as explained in this section. Getting tax products and
updates via the Internet helps you have the most up-to-date versions of the ProSeries tax
products that you use.

Software service and delivery information

When you placed your ProSeries order, you selected one of two CD delivery options.
Details related to these options are shown below.

ProSeries | Approximate | Option 1 | Option 2 | The CD includes these

CD name ship date (3 CDs) (5 CDs) ProSeries tax products
Head Start Week of X X Client Organizer, plus the ability to
CcDh November 15 download tax products when they

become available for download
starting in mid-December

Tax Week of X X Initial 1040, 1120, 1120S, 1065, 706,
Release 1 December 27 709, individual state products, and
CcD business state products

Tax Week of X Final 1040, 1041, remaining
Release 2 January 24 individual state products, and

CcD most business state products

Tax Week of X 1040NR, 990, remaining business
Release 3 February 14 state products, and other products,
CcD if necessary

Archive Week of X X All final products

CcD March 28

For information on release dates and news specific to the products you purchase, log in to
your personalized www.my.proseries.com page. For other information about product
release dates, go to http://www.proseries.com/support/release_dates.aspx.

Step 1 - Get products and updates via the Internet

In between CD shipments, you can use the Internet to get any newly-released products and
product updates (if ProSeries is installed on a computer with Internet access). As soon as a
ProSeries tax product or tax product update becomes available, it is posted to the ProSeries
Tax Products Internet server.

Task Scheduler provides the easiest way to get ProSeries tax products and tax product
updates via the Internet.

To use Task Scheduler, take the following steps from each computer on which the ProSeries
program is installed for stand-alone use. If the ProSeries program is installed for network
use, take these steps from the ProSeries Admin workstation.
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1T Go to the Tools menu, choose Options, then select Task Scheduler on the left side of
the Options dialog box.

2 Enable the Download New/Update Existing Products task. (There’s a check in the box
before the task when it’s enabled.)

3 If you want to change the Task Scheduler schedule, click Modify, then select the day(s)
and time that are convenient for you.

4 Make sure the computer is on when Task Scheduler is scheduled to perform tasks.
Password. Task Scheduler must be able to connect to the Internet “unattended.” If your
Internet connection requires a password, that password must be stored and available.

Tip: There’s another way to get ProSeries tax products and tax product updates via the
Internet. Go to the Help menu and choose Update Installed Products/Download New
Products.

Step 2 - Get products and updates from ProSeries CDs

The following procedure explains how to install ProSeries tax products and tax product
updates from ProSeries CDs that you receive after you've installed the program from the
first ProSeries CD.

1 Insert the ProSeries CD into your CD drive.

2 Allow the installation program to install the appropriate ProSeries tax products and
tax product updates from that ProSeries CD.

3 Ifyou want to review the products that are selected for installation or select additional
products for installation, click the Select Additional Products button.

4 After you review the products that are selected for installation or select additional
products for installation in the Tax Year 2004 Product Selections dialog box, click OK.

Tip: The on-screen ProSeries User’s Guide will be updated, if applicable.

Network. When a ProSeries tax product is installed or updated on the network drive from
the ProSeries Admin workstation, that tax product or tax product update becomes available
to all workstations on which you installed and set up the ProSeries program.

Important: The ReadMe information for the initial release of a product identifies any
forms that are not ready to be filed yet. If you print a form that can’t be filed yet, the
printed form includes a “DO NOT FILE” watermark. The ReadMe information for
subsequent releases of a product identifies any forms that couldn’t be filed with the
previous release of the product that can now be filed with the current release.

For more information about keeping your ProSeries tax products up-to-date:

e  Use the Search Help feature on the Help toolbar, or

e  (lick the User's Guide button on the toolbar, then go to chapter 2, “Updating
ProSeries Tax Products.”
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Preparing your clients' federal and state returns

After you complete the first-time start-up procedures, you see ProSeries HomeBase.
HomeBase summarizes information about your clients and client files.

From HomeBase, you start new client files, open existing client files, and perform a variety
of other tasks involving your client files, such as electronic filing.

Create New Client File Go to EF Center Options  User’s Guide Help Search Help

—
Pro ProSeries - 2004
Menu bar —— % Edit View Impot |EFile Tools HomeBase Infpmation Help
P [ o 03 o
Select a [ = = ] e o o I o
HpmeBase HomeBase View: [E Filing Extensions Electr onical Search Help:
View to see I3 Info on Current Support Topics <How Dol 7> T fSearch]
ew =} |Form 1040: Individuals - T 2
information [El Solving printing problems A2 More w [|For hest results, type & full sentence
about a H T E-mail -
- ] Client Hame File Hame ome. R ] SSHEIN Client Status  |L.
specific set Telephone Address
of clients. 1 Abercrombis, Kristy J aberl111.04i |(555) 555-1111 kabercrombie@proserie|111-11-1111 |Transferred 0
2 Anderson, Bruce & Virginia ande1112.04i |(555) 555-1112 111-11-1112 | Transferred 0t
3 Andres, Cristina andri114.04i |(555) 555-1114 111411114 [Transferred 0
4 Baker, Chtis & Chris bake1115.04i  |(555) 555-1115 | chaker@proseries com [111-11-1115 | Transfarred 0t
E Braxter, Gregory bad1117.040|(555) 5551117 1114117 [Transferred 0
) & Becker, David beckl118.041 |(555) 555-1118 | dhecker@prossries.co |111-11-1118_[Transferred 0
Double-click k- e 5 95 @nroseries.co |111-11-1119 [Transferred E
a client file Cajhon, Henry @proseries.co [111-11-1120 |Transferred
to Open i-t' 3 Carlson, Craig carll121 .04 (555) 555-1121 |coarlson@proseries co |111-11-1121 | Transferred 0t
10 Carpenter, Phi carpl12204i |(555) 555-1122 111-11-1122 [Transferred 0
i Carr, Steve carrl12304i |(555) 555-1123 111-11-1123 |Transterred 0
12 Chavez, Angela chavl124.04i (555) 555-1124 1114111124 |Transferred [
13 Dee, Michael & Karen deemi 126,04 |(555) 555-1126 | mdee@proseries.com | 111-11-1125 | Transferred o
Use the 14 Ounn, Eric cunn 127 04 |(555) 555-1127 111-11-1127 | Transferred 0t
roll bar 15 Faica, Christina felc1128.04 |(555) 555-1128 |ctalco@proseries.com |111-11-1128 |Transferred 0
scro ars 16 Foster, Robert fost1128.041 (555) 555-1129 111-11-1128 | Transferred 0t
to see all 17 Franzen, Mark fran1130.04i  |(555) 555-1130 |miranzen@proseries.c |111-11-1130 | Transferred [
rows and 18 Gaming, Tony gami1131 04 |(555) 555-1131 tgaming@proseries.com| 111-11-1131_|Transferred 0
columns of 19 Godwin, John gochw1152 041 |(555) 555-1132 !gudwln@prnsenes co 111111132 | Transferred [
lient 20 Hackleman, James hack 133,041 |(555) 555-1133 jhackleman@proseries. |111-11-1133 |Transferred 0
_c € . P Harbin, Pete harb1134 04 |(555) 555-1154 |pharbin@proseriss com|111-11-1134 | Transferred 0t
information. 22 Helct, Boh & Tracy held1135 041 |(555) 555-1135 |bheldi@proseries.com |111-11-1135 |Transferred 0t
= Hennum, Susan hennl139.04 (555 555-1139 111-11-1138 |Transterred 0
24 Hughes, David & Meriz L hugh! 140,040 |(555) 555-1140 |dhughes@proseries co | 111-11-1140_|Transferred |
f v
[+
:\:/Ihe‘:k the %] Message Center B
1515 the NomeDase message area. lasl chneduler results, such as new products downloaded ana installe rogucts upaatea, wi
essage This is the HomeB 3 Task Schedul Its, such products downloated and installed products updated, wil
Qenter for be displayed here as well as other important information. Click on any item presented in this window to view additional details. Once
lmportant you'e reviewed this information, the window will clear until the next time there is important information about the ProSeries products
messages. and senvices you use ;‘
| [Clients in view: 60 4

The first time you start the ProSeries program, you see client information in HomeBase
only if you transferred information from last year’s ProSeries client files. As you work on
client returns and save client data this year, you'll see information about those clients in
HomeBase.

To see information about the clients who meet specific criteria, click the HomeBase View
field near the top-left corner of HomeBase, then select the HomeBase view that you want
from the HomeBase View list.

The ProSeries federal products that are installed determine which HomeBase views are
available. ProSeries federal products are 1040, 1040NR, 1065, 1120, 1120S, 1041, 990, 706,
709, and Client Organizer. If appropriate, the HomeBase View list also includes “EF Center”
and “Bank Products.” The last entry on the HomeBase View list is “All Tax Returns.”
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Tip: If you install Client Organizer from the HeadStart CD, the HomeBase View list
contains only “Organizer for 1040” and “All Tax Returns.”

State products aren’t reflected in the HomeBase View list. With ProSeries, you start new
federal returns and open previously-saved federal returns from HomeBase, but you start
new state returns and open previously-saved state returns from the client’s federal return.
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Starting and opening federal returns

When you start a new federal return or open a previously-saved federal return, the
Information Worksheet designed for that type of return opens in the Client Data window.

From the Client Data window, you can:

e  Open forms, schedules, and worksheets

o  Enter, edit, and delete data for the current client

e  Check the current client’s return for errors

e  Save the current client’s data in a client file

e Import data from Quicken, QuickBooks, or other software
e  Set up ProSeries options and features

e  Get information and help

The Federal Information Worksheet, which is the starting point for all Form 1040 returns, is

shown next.
Save client data Go to state return Search Help User’s Guide Help
ProProSeries - 2004 - [Federal Inform: tion Worksheet]
1 =) Eilz it Yiew Faomms  |mport le Tools HomeBase Information indov
Menu bar [ Fie \ect View Foms | Efle ook HomeBase Inf wind
Toolbar ——— Dl2lRIS(E| @lEr wlsi| @lel<|>| (o] lnl AR $lmt - jobd
About: Info Wks [l Eiling Extensions Electronicalhy Search Help:
Help toolbar Feceral Information Worksheet The Federal [E Survey: Improving our Business Tax... [cHowDol == m
Information Yyorkshest callects most of the [E Information on the Advance Child Ta...
general taxpayer information, su mars | [ElWhat are the rules for de... 42 pore w | [For best results, type a full sertence
[a]
FOFMS INDE.<] ﬂ
| | DEPENDENT Federal Information Worksheet 2004
Forms Bar INCOME * Kesp for your records
BUSINESS =
IR&/RETIRER QuickZoom to Form 1040 ... v UiOKERO
Categories L | saLes QuickZoom 10 ClIemt SIS ovvivereviiiie e
are in all DEDUCTIONS -
. Part | — Personal Information
capital letters EE}EEDéngENA
Taxpayer: Spouse:
:E"E‘LEEE/';%NKEI M) e | Last rame (F differar)
First rarmis .. First rame ...
To open a Foormn 1040 Middle inftial ... Suffix ....... Middle inttial ... _ Suffic .......
form or Info ks Sacial secur ity Sacial sesurity
category, Client Status Osoupation ............ Crsupation .. -
double click it W2 Wks Date of birth ........ fomiddhayyt | Date of bitth. (i)
Form -2 or g2 35 of 112005 or age 35 of 112005 o
T E-rail acdrass. ... .. E-rvail acdrass ...
¥ Work phare Ext Wiark phone Ext
Worksheets ;g?f:’lnlg;g\ Callphane ............ Call phane......ccoo...
for ? for&n 10936 ks Home phane ... Fax number ... R
are liste St Refund . Gheck ta print phons number on ferm 1080 ... |__Home | |Tarpayer work [Spouss wark
below the 10950 ks
form 1095-R ks Adldrass Apt o
w IRA/ESA/TT City State — ZPoode .
E 1099MEA W Foraign country ... Foraign phone ........
. Wwages, elc. \
> Click these E;f:;‘:;w APQIFPO address, check i apprafriste ... PO [ ] arFRO [
b tabs to see \ Lo o]
DG:J different I~ 2 [ 3 [ | Parth — Federal Fing Statu /;I
o F_orms Bar |Federal Information Worksheet |Refund $0 [Text Input Field / 4
views
c | /
% Name of current form  Current data field Type of data field selected Scroll bar
Qo
(D] . . . . .
= Important: To get information about a specific topic and your use of ProSeries software,

enter keywords or a question in the Search Help field on the Help toolbar, then click
Search. If you want information about a specific type of return, start or open a return of
that type before you start the search.
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Opening forms, schedules, and worksheets

The ProSeries program offers several ways to open forms, schedules, and worksheets,
including the Forms Bar, QuickZooms, the Open Forms dialog box, and Index forms.

Using the Forms Bar

When a client’s federal or state return is open, the Forms Bar on the left side of the Client
Data window lists forms, schedules, and worksheets for that return. To open a form from
the Forms Bar, double-click it, or select it then press ENTER.

Tip: In the Forms Bar, letters or numbers that are blue are keyboard shortcuts. The
keyboard shortcut for many numbered forms are the form’s number, and the keyboard
shortcut for many lettered schedules are the schedule’s letter.

The Forms Bar has four views. Click the tabs at the bottom of the Forms Bar to select the
view that you want.

All Forms by Number —— 13, I ABC I |§| I EE' I

All Forms by Description Forms in Use

Custom Forms

Note the following about each Forms Bar view:

e  All Forms by Number - Shows all the forms, schedules, and worksheets for
the type of return you're preparing, with forms listed by number, schedules
by letter, and brief descriptions of worksheets.

-
o
w

e  All Forms by Description - Shows all the forms, schedules, and worksheets —
for the type of return you're preparing, with forms, schedules, and =
worksheets grouped by category and including complete descriptions.

e  Forms In Use - Shows only forms, schedules, and worksheets containing
data for the open return. You can identify each copy of forms for which @
you've prepared more than one copy.

e  Custom Forms - Shows the forms that you use most often for the type of
return you're preparing. You use the Customize Forms Bar command on the
Tools menu to identify those forms.

Tip: When you move your mouse pointer over an entry in the Forms Bar, the complete
entry appears in a “fly-over” box if the entry is wider than the Forms Bar.

Tip: Click the right mouse button in the Forms Bar to see the Forms Bar e IR
menu. You can use this menu to unpark the Forms Bar (if you want to v Parked
move it) and to park it (at the left side of the Client Data window). Customize..

Forms Bar Help

Cloze Forms Bar

Using QuickZooms

Many ProSeries forms include QuickZoom buttons and QuickZoom icons.

e  Click a QuickZoom button on a form to quickly open a related form.

e Ifyou see a QuickZoom icon when you select a field on a form,
click the QuickZoom icon to quickly open a related form.

I Y
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Using the Open Forms dialog box

The Open Forms dialog box is similar to the Forms Bar. Click the Open Forms
button on the toolbar to see the Open Forms dialog box, then open forms from
the dialog box.

Dpun Fusms B
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Wages, O EF Bark Prd'¥es St I: Y
Earned EF Bank PrdWhs Unrecap 1250 Cn SohikAPA
IRA Condrib Wi ¥ RAL & RT App 25% Rale GniVWhs SchEAPD
DEQUCTIONS KeoghtSEP Wks AL TLA Desc Seheduse D Tax FTP ks
CREDATS Sl S Whes RAL Sinde Dl Stk Cplier: Sl Expr - I
TAXCSFLNALILS R RSO LF Credt Suth Captal Loss 0O
MESCELL ANFOLUES, WA Winekeshwert Snechdn A Schedule D1
LELLAMNENG MOL Cass WeachCal ks T Sals VYRS
w'Form 10400 Hienlth e VW Wise: Dedns Home: A Baais
O info s Sludent Losn e Dredins Wi Schedube E, p1
O Chent Stabus Echacation Costs Schedhie D ‘Scheduse C vs
If you select All Forms, the S Mtitioi L ey it
program can list forms by [— TOF 80221 E
1 1 Dep Suppont TOF Cont Page o LA VS
number or by descri ption. © S Retrdvde Gl D G Cfichecde Schedue F Frorm 10404
If you select Forms in Use, = | 2
the forms are always listed ~~~_]| 1 atrame @ iyt o

by description. [N EomsniUse | Display Foun Descpton | rm| | I [ | Cancel | Help

To open a form from the Open Forms dialog box, double-click it, or select it, then click OK.

Tip: In the Open Forms dialog box, letters or numbers that are blue are keyboard shortcuts.
The keyboard shortcut for many numbered forms are the form’s number, and the keyboard
shortcut for many lettered schedules are the schedule’s letter

Using Index Forms

Most federal returns and some state returns include categories for forms that appear in all
capital letters in the Forms Bar and the Open Forms dialog box. Double-click a category to
open the Index form that helps you find the form that you want. Shown next is the Where
to Enter Efile and Bank Product Information Index form for Form 1040 returns.

- =]
e Edit View Foms Impot EFle Tools HomeBase Infomation ‘window Help NEE
Dlz(alslEsE| al s <> el 1] olRl skl ¢lmly] =llelil el
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Howe Dol % Search
forms snd workshests that are necessary to | |1 Where do | mail the Form 1040 forms 2 | | 22! -#
complete if you are electrorically..  more..| [EJWhich forme can be filed ... 43 pare v | [For best resuts, type  full sertence

[a]
FOFMS INDE?= ﬂ
DEPENDENTY Whete to Enter Efile and Bank Product Information
INCOME )
BUSINESS Part1  -Mark the Return for Electronic Filing »[Sieizzom]
|IRA/RETIRE Partll - Practitioner PIN Program (Paperless Filingy*. .. = _CuickZoom
SALES Part I - Refund Anticipation Loan/Refund Transfer Prngram - Federal 'lax Ralumi - _GuickZoom
DEDUCTIONS Part IV - Direct Deposit - Federal Tax Refund . e e QuickZoom
Click a QuickZoom oo Party  -Electronic Funds Withdrawal — Balance Due or ES Payment e e _QickZo0m
TAXES/PENA Part Vi -ERO/Preparer Information »_CQuickZoom
button near the top WISCELLANED Part VIl - Credit Card Payment - Federal Balance Due - _GuickZoom
of the form to go to Part vl - Electronic Filing of Federal Form 4868 = _GuickZoom
that part of the e L PartIX - Additional Information Statement for Efiled Returns......... e, e _QUiCKZOOM
p Fom 1040 Partx - Information For After EF Return Acknowledgement Received »_GuickZaom
Index form. Info Whs
Client Status Part1 Mark the Return for Electronic Filing
W2 ks To Enter: QuickZoom to
. - W26 Wk 1 Federal electronic filing checkbax ..............c.co.cocooevvocrennn ... InfomTtian Whis SuickZoom
Click a QuickZoom 2 Stale Slectronic filg CHETDON ................oorveerrereescrevrereenr. ITOMIGIN W GaiekZoom
button in a part to 1099G Wks 3 State retum(s) to be filed electionically Infamvation Wi CuickZaom
St Refund W
go from the Index 10 e Partll | Practitioner PIN Program (Paperless Filingy*
form to the listed TSR W To Enter: Quickzaom to
form |RAVESA S‘H 1 Practitioner PIN Program checkbox E-file Auth Stmt ‘CuickZoom
) 1 2 PIMentry method............ e, -l Auth Steot QuickZoom
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Preparing more than one copy of a form

When applicable, you can prepare more than one copy of some forms. For example, you
can prepare more than one copy of the Form W-2 Worksheet, Schedule C, or Form 4562
for individual federal returns.

When you open a form for which more than one copy is
available, the Multiple-Copy Form dialog box appears.

1 folact s manting Schachde £ 43 cpen

e If you want to open an existing copy of the form,
click Select an existing form to open, select the
name of the copy that you want, then click Select.

Comgutes Coniulbing

e [f you want to prepare a new copy of the form,
click Create new copy, enter an applicable name ___ |
for the copy, then click Create. s

For detailed information about forms navigation:

e  Use the Search Help feature on the Help toolbar, or L= e

e  C(lick the User's Guide button on the toolbar, then go to chapter 13, “Using
Forms and QuickEntry Sheets.”

Entering data on forms, schedules, and worksheets

As you select fields on the tax forms, schedules, and worksheets in your clients’ returns,
you’ll see that some fields are available for data entry while other fields are calculated by
the ProSeries program from data in the clients’ returns.

e Data that you enter appears blue.

e Data that the program transfers (from another last year’s return, from this year’s
Client Organizer, or from the federal return to a state return) appears aqua.

e Data that the program calculates appears black.

e  Other types of data appear in other colors. For example, data that the program
determines is invalid, such as an invalid Social Security Number, appears red.

When you enter data, keep the following in mind:

e  Press ENTER after each entry.

e  When you enter a dollar-and-cents amount or a percentage, include the decimal
point. The program rounds amounts to the nearest dollar.

e  When you enter an amount of more than three digits, the program adds the comma.
e  When you enter a negative number, type the minus key before the amount.

e [f the program shows one or more ways to complete the data entry that you've begun
(because the Use AutoFill option is selected):

e Press ENTER to accept the suggested data if it’s correct, or
e Select the correct alternative from the list of suggested data and press ENTER, or
e (Continue typing the correct data.

Important: As you enter data, go to the toolbar and click the Save Client Data
button frequently.

For detailed information about data entry:

e  Use the Search Help feature on the Help toolbar, or

e  Click the User's Guide button on the toolbar, then go to chapter 13, “Entering
Data on Forms and QuickEntry Sheets.”
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Summary of the basic steps to prepare client returns

The following table presents a brief summary of the basic steps to prepare client returns.
Note that many optional steps aren’t included in this table.

To do this...

Do this...

1. Start the client’s
federal return
from HomeBase

If you transferred last year's data, select the appropriate HomeBase view,
then double-click the client’s name to open the client’s file.

If you didn't transfer last year's data, click the Create New Client File button
on the HomeBase toolbar, then select the appropriate federal product.

The appropriate Information Worksheet appears.

2. Prepare the
client’s federal
return

a. Import - If there’s relevant client data in QuickBooks, Quicken, or another
program, go to the Import menu and choose the applicable command.

b. Enter data - Enter data in the applicable data fields. Double-click forms in
the Forms Bar to see them.

c¢. Save the data - Click the Save Current Client File button on the toolbar
often as you enter data.

d. Review - Click the Final Review button on the toolbar to correct errors that
the ProSeries program identifies.

3. Prepare the
client’s state

a. Go to state - Click the Go to State Return button on the toolbar, then
select the appropriate state.

return b. Enter data - Enter data in the applicable fields on the state forms.
c. Save the data - Click the Save Current Client File button on the toolbar
often as you enter data.
d. Review - Click the Final Review button on the toolbar to correct errors that
the ProSeries program identifies.
e. Go to federal - Click the Go to Federal Return button on the toolbar to
return to the client’s federal return.
f. Prepare additional state returns - Repeat these steps for any other state
returns that the client must file.

4. Go to Click the HomeBase button on the toolbar.

HomeBase

5. Open the a. Select the appropriate HomeBase view.

client’s return(s)

b. Double-click the client’s name in HomeBase to open the client’s file (if you
want to enter or review data).

6. Print the
client’s return(s)

a. Select the appropriate HomeBase view, then select the client in HomeBase.
b. Go to the File menu, choose Print Center, then select Print Clients.

7. File the
return(s)
electronically

a. Make sure each return you want to file electronically is marked for
electronic filing on the Federal Information Worksheet, and that it passes
Final Review.

b. Click the Go to EF Center button on the toolbar, then select the client’s
return(s) in the EF Center.

¢. Go to the E-File menu, point to Electronic Filing, then choose Convert/
Transmit Returns and Extensions.

d. After 24 to 48 hours, click the Go to EF Center button on the toolbar, go to
the E-File menu while in the EF Center, point to Electronic Filing, then
choose Receive Acknowledgments.
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For more information about HomeBase, client returns, and client data, use the Search Help
feature, or click the User's Guide button on the toolbar, then go to the following chapters:

e  Chapter 10, “Client Organizer”

e  Chapter 12, “Using Forms and QuickEntry Sheets”
e  Chapter 13, “Entering Data on Forms and QuickEntry Sheets”

Setting up other ProSeries features

Use the information in the following table to set up the following ProSeries features.

To do this...

Do this...

Set up an Internet connection so you can use
ProSeries connectivity features

Go to the Help menu and choose Internet
Connection Setup.

License your ProSeries tax products so you
can print and file returns electronically

Go to the Tools menu, choose License Products,
then select Online or Manual.
(We recommend that you select Online.)

Add funds to a Pay-Per-Return account so
you can print and file returns electronically
(for products you're using on a pay-per-
return basis)

Go to the Tools menu, choose Pay Per Return, then
select Increase Account Balance.

Activate the billing clock so it tracks the time
you spend on each return

Go to the Tools menu, choose Billing, then choose
Billing Clock.

Set billing rates for the forms and schedules
of a specific type of return

After you open a return of the applicable type, go
to the Tools menu, choose Billing, then choose
Rates Per Form.

Sign up for merchant account services so
you can accept payment by credit card and
eChecks

Go to the Tools menu, choose Accept Credit Cards/
eChecks, then choose Sign Up.

Select options for slip sheets to use with
envelopes and presentation folders

Go to the Tools menu and choose Global Slip Sheet
Options.

Enter data that applies to all your clients
who file a specific type of federal return

Go to the Tools menu and choose Edit Client
Template.

View or edit the standard invoice for a
specific type of return

Open a return of that type, go to the Tools menu,
choose Billing, then choose View Invoice or Edit
Invoice.

View or edit the standard client letter or
standard recipient letter for a specific type of
return

For information about setting, reviewing, and changing ProSeries options or
features, use the Search Help feature on the Help toolbar, or click the User's Guide

Open a return of that type, go to the Tools menu,
choose Letters, then choose View Client Letter or
Edit Client Letter.

button on the toolbar, then go to the following chapters:

e  Chapter 3, “Setting ProSeries Options.”

e  Chapter 4, “Setting Up ProSeries Features.”

Preparing Returns 33



Getting information and help

The ProSeries Help system includes a Help toolbar with three features to help you get the
information that you need quickly and easily. From left to right, those features are
Field/Form Help, Hot Topics, and Search Help.

Field/Form Help Hot Topics Search Help
Pro 2105 erie 004 - [Federal Information Wo e _[O[x
File Edit V“iew Foms Impot E-File Toglks HomeBase Information Window Help 18] x|
I (1= = F= = e e e s s S L s = AIQJ $|ml¥| =lslelwl 2]
About: Dependent's first name Filing Extensions Electronically Search Help:
TS INDICATORS To seethe TSJ indicators in | Bl Survey: Improving our Business Tax ... ————————————————
Help toolbar lthe Dependent section of the Federal I Information on the Advance Child Ta... | | ©°" P21 -7 m
Information Worksheet, the Sha, more. . | [E]What are the rules for de... {2 pore w | [For best resutts, type a ful sertence
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Search Help

To get answers to a question or information about a key word or phrase, type the question,
word, or phrase in the Search Help field, then press the ENTER key or click the Search
button next to the Search Help field. The program searches ProSeries Help content, then
lists the search results in the Help Center. Click the blue, underlined title of a search result
to see the full content of that information source in the Help Center or a browser window.

Hot Topics

Hot Topics are top support topics that are linked to information in ProSeries Help. Click a
Hot Topic to see the relevant information in the Help Center.

Field/Form Help

When you're working on a return, the left area of the Help toolbar shows information
about the currently-selected field or form. Click the blue, underlined word “more” to see all
the current Field/Form Help information in the Help Center. Field/Form Help includes Tax
Help, Cross-references, and Government Instructions.
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Using the Help Center

All three features in the Help toolbar—Field/Form Help, Hot Topics, and Search Help—open
the Help Center. From the Help Center, you can get a variety of information quickly from
one, easy-to-use location.

Click here to see the
previous information.

Search for a specific topic
in Tax Help and Program
Help here.

Click the selections on the
left side of the Help Center
to see the corresponding
information to the right.

Click a plus sign [+] to
expand a selection.
Click a minus sign [-] to
collapse a selection.

Click here to print
the current topic.

Pro Help Cenicr

Click here to close
the Help Center.

Click here to maximize
the Help Center.

=il B3

Conger [ ]

Tax Retumn Help

fo Taw Help

* Government Instructio
~ Crogs Reference

- Research Library
ProSeries Help

o User's Guide

* Tutarial Videos

- Tip Of The Day
Technical Support

o Quick Answers

- Email Technical Suppol
= ReadMe Information

i General Informatio
Form 1040 Individ
Form 1068: Partne

California Individual
California Partrersh
ProSeries.com

o My ProSeries

_ Release Dates

4=

Back

[I]  Help®

2 crtrts Conter

Click blue, underlined
hyperlinks to see more
about those topics.

Use the scroll bars to see all
the information in the Help
Center.

~

- Enhancement Reques|
- Privacy Statement
""" License Agreement

Program Help Main Menu ﬂ
Click an underlined topic for more information. YWhen
applicable, use the scroll bar to see all the

inforrnation for a topic.

Getting started with ProSeries

Getting information and help

Learning about new and revised ProSeries features
Setting up ProSeries optiong

Using HormeBase

Getting started with returns

Using Cliert Organizer to gather 1040 data
Transfarting prior-year and other data to a return
Irmparting financial data to a return

Preparing returns
Preparing federal returns
Preparing state returns
Entering client data

Reviewing returns
Reviewing a client's return
Examining a client's tax situation

Preparing information for clients
Preparing client letters and recipient letters
COverview of billing and invoicing
Preparing client invaices
=
‘P Provide feedback |¢

Click and drag the splitter bar
to adjust the window sizes.

Click here to provide feedback that
will help us improve ProSeries help.

The Help Center is divided into the following four sections:

e Tax Return Help — Provides information about the open tax return

- Includes Tax Help, Government Instructions, and Cross References

e  ProSeries Help — Provides information about using the ProSeries program

- Includes User's Guide, Program Help, and Tutorial Videos

e Technical Support — Provides important product information
- Includes Quick Answers and ReadMe Information

e  ProSeries.com — Is a resource for online help tools and information

- Includes My ProSeries and Release Dates

Tip: The Help Center opens when you click the Help button on the toolbar.

For more information about ProSeries Help, use the Search Help feature on the
Help toolbar to find the information that you want.
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Using the on-screen ProSeries User's Guide

The ProSeries User’s Guide is an excellent source of information for all aspects of using
ProSeries software. The User’s Guide is automatically installed on your system so its
contents can be searched by the Search Help feature.

Here are three ways that you can open the ProSeries User’s Guide:

e In the ProSeries program., go to the toolbar and click the User's Guide button.
e In the ProSeries program, go to the Help Center and choose User's Guide.
e  From the Windows desktop:

1. Go to the taskbar and click Start.

2. On the Start menu, point to Programs, then point to ProSeries 2004.

3. From the ProSeries 2004 menu, choose User's Guide.

When the ProSeries User’s Guide opens, you see the title page and Table of Contents in the
ProSeries User’s Guide browser window.

e  C(lick a topic in the Table of Contents to see that information in the display area to the
right of the Table of Contents.

e  Use the scroll bars to see all the information in the Table of Contents and the display
area.

e  C(lick blue, underlined words and phrases to see more information about those topics.

e  C(lick the Printer icon in the upper-right corner of the browser window to print the
current topic.

e  (lick the Index and Search tabs to use those User’s Guide features.
Tip: For detailed information about the various ways to get information and help

about ProSeries software, open the ProSeries User’s Guide, then go to chapter 1,
“Getting Help.”

Using ProSeries.com and My ProSeries.com

ProSeries.com (www.proseries.com) includes up-to-date information about ProSeries
products and services.

My ProSeries.com provides content that’s customized for you, such as:

e  Status of your orders, and release dates of products you've purchased
e A way to complete product licensing manually

e  Technical Support answers to current support issues

e  Chat support with a ProSeries technical support agent

e  E-mail support with historical logs of your e-mail correspondence

e  Links to various helpful Web sites

Important: You must set up an account to use My ProSeries.com so we can provide you
with information specific to your ProSeries products.
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Filing returns electronically

ProSeries/Electronic Filing software is installed with ProSeries tax products that support
electronic filing. ProSeries software supports electronic filing of the following:

e  Federal individual returns and extension request forms

e State individual returns (for 42 states)

e  Michigan Single Business Tax returns

e  Massachusetts corporation, S corporation, partnership, and fiduciary returns
e  Massachusetts corporation and S corporation extension request forms

To visit the Web site for a state’s tax agency, go to www.proseries.com, choose Resources,
click Web sites in the State and federal tax links section, then click the name of the state.

Important: If you don’t have an IRS-issued Electronic Filing Identification Number
(EFIN) yet, see “Preparing for electronic filing” on page 4.

Tip: For on-screen instructions about electronic filing, go to the Help menu, choose Help
Center, select Tutorial Videos, then choose Electronic Filing — Overview, Electronic Filing -
Preparing a Return, or Electronic Filing —= Preparing an Extension.

For detailed information about electronic filing:

e  Go to www.proseries.com, then select E-Filing, or
e  Use the Search Help feature on the Help toolbar, or

e  C(lick the User's Guide button on the toolbar, then go to chapter 20,
“Electronic Filing.”

Establishing an Internet connection

To file electronically, you need to be able to connect to the Internet from the computer on
which the ProSeries program is installed.

If you don’t have an Internet connection, you must first sign up for service with an
Internet Service Provider (ISP). Once you have an ISP, go to the Help menu, choose
Internet Connection Setup, then follow the instructions in the dialog boxes.

Setting up the ProSeries program for electronic filing

If you've already entered your electronic filing information, proceed to “Step 1 - Mark the
return(s) for electronic filing” on page 39.

If you haven't entered your electronic filing information yet, take the following steps to
set up the ProSeries electronic filing options.
1 Go to the Help menu and choose Options Setup Wizard.
2 In the first Options Setup Wizard dialog box, select Express Setup.
3 In the Firm/Preparer Information dialog box, be sure to enter the firm’s Electronic
Filing Identification Number (EFIN).

PINs. PINs (Personal Identification Numbers) are used as electronic signatures. When
you use a PIN, you don’t mail Form 8453 to the IRS. If you're going to participate in
the IRS’ Practitioner PIN program, enter each preparer’s PIN. This is a five-digit code
chosen by each preparer.
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Dptions Setup Wizard [<]

Firm/Preparer Information

IF your Fitm Name and Address does not appear in the gray bos below, you will have the
appartunity to enter it later. Enter other Fim and Preparer information raw,

Employer D # (EIN) Foreign Country - |
Phane Prim phone number on retum? Yes o
Fax Firm E-mail
. For MM, MM, OR Firms Only: State D%
. J—

Enter the firm’s EFIN here. ——— Electronic Filing Only: Electronic Filing | dermification # (EFIN) (See Help)
Preparer /! Electronic Return Originator (ERO) Information
= Preparer Cade Aszocited with Frm s 1 Frim name in signature srea? -
Freparer Name Seff-employed?
Social Security # Freparer TINY

Enter the preparer’s PIN here. Eleetronic Filing Only: ERO Practiionr FIN mer any five dighs - Se Help)
Freparer E-mail Print date on retum? [
Preparer Phane CiFz
*  Freparer Code Bssociated with Firm & Frint name in signature area? =

<Bak [ News | Cancd | Hep |

4 1n the Filing Client Returns Electronically dialog box, select Yes, some returns may be
filed electronically.

5 In the Electronic Filing Contact Information dialog box, complete every field. (You can
leave the Fax field blank.)

Options Setup Wizard =]

Electronic Filing Contact Information
Enter the infoimation of the Electronic: Filng contact for your fim
EFIN: |_

EirstHame: [

LastMame: [

Address: |

City: I

State: — @ [

Phone: | Fax |

ProSeries transfers your firm'’s
EFIN from the Firm/Preparer
Information section of the
Options Setup Wizard to this
field.

If you entered Electronic Filing
Contact Information in last
year’s program, the program Express
enters that information here. Wizard

<Back [ News> | Coancel | Help

6 Complete the remainder of the Options Setup Wizard.

Tip: For on-screen instructions, go to the Help menu, choose Help Center, select
Tutorial Videos, then choose Electronic Filing - Overview.

If more than one computer will be using the same EFIN

When ProSeries software is installed on a computer, the DCN (Declaration Control Number)
counter is set at “00001.” The program assigns that number to the first federal return that’s
marked for electronic filing, then increments the DCN counter by “1.” As each subsequent
federal return is marked for electronic filing, the program assigns the current DCN to that
return, then increments the DCN counter by “1.”

Important: If your firm will be filing returns electronically from more than one computer
using the same EFIN on each one (and these computers are not networked), change the
starting number in the DCN counter in the ProSeries program on all but one computer
before preparers start to transfer or prepare returns. By advancing the DCN counter
sufficiently in the ProSeries program on each “additional” stand-alone computer, each
return marked for electronic filing will be assigned a unique DCN. For example, advance
the DCN counter to “01001” on the second computer, to “02001” on the third computer, and
SO on.
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Tip: If a computer will be using a unique EFIN, it's not necessary to change the starting
number in the DCN counter for that computer.

To change the starting number in the DCN counter for a computer:
1 Go to the Tools menu, then choose Options.
2 Select Electronic Filing in the left side of the Options dialog box.
3 Go to the DCN Counter field and increase the number.

Important: The next sections focus on electronic filing and individual returns. For
information about Michigan Single Business Tax returns, Massachusetts business returns,
and Massachusetts corporate extensions, see “Michigan Single Business Tax returns,
Massachusetts business returns, and Massachusetts corporate extensions” on page 46.

Step 1 - Mark the return(s) for electronic filing

To mark a client’s federal and state individual returns for electronic filing:

1 Open the client’s federal individual return, go to the Federal Information Worksheet,

scroll down to Part IV - Filing Information, then make sure the appropriate preparer
code is entered in the Preparer Code field.

Tip: If you're acting as an ERO and filing a return for another preparer, enter that
preparer’s preparer code in the Preparer Code field.

2 Make sure the Check this box to file the federal return electronically box is checked.

Check this box to file the federal return electronically.  Enter the Preparer Code here.

About: State to efile iling Extensions Electronical Search Help:
STATE(S) TO FILE ELECTRONICALLY There | [ElSurvev: ing our Business Tax ...
are 3 EF Filing Types for States: (1) |l information on the Advance Child Ta.. | N O 02! -7~ [Search)
Independent (IND) - Independent .. more, | [El¥Whatare the rules for de.. {2 More v | [P best results, type & ful sertence
=
EDEE’E"ED”SSE =il Il part1v — Filing Information \ e
INCOME Erter the Preparer Code from the FirmiPreparer Info {see Help) =Lz
BUSINESS QuickZoom to FirmiPreparer Info = GuickZoom
IRA/RETIREN
SALES ¥ not signing as preparer
DEDUCTIONS Checkto have ....... [] 'sek-Prepared’cr || Mon-Paid Praparer” privted instead offem information.
CREDITS
TANESJFENS Third Party Designee (See Helpk
Caution: Review transferred information for scouracy.
MISCELLANE Chck this bax if the preparer is the third party designes
EFILE/BANKII i e
Enter Fom 1040 Complete only if third party designes is NOT the preparer =
; . Designee's name -
information Info ks b ;  Persaral dentit
phene number ] Persanal rumber
about the Client Status
statereturn(s) W2 Whs Electronic Filing: )
for electronic Form'w-2 Check this box to file the federal return electronioslly -]
A X W26 Whs Chck this bax to file the statels) electranically -]
filing in this 1098 MISC W .
expanding Eoun 10900 [ State(s) * FediState * | EF filing type ***
table. 109536 Whs
SRl ] el e | [ 5
1823& x::s or states to file
: A ks lectranicall
See Help if IRA/ESA/T e
ou need san be entered 5
=
assistance. - = H
|Federal Information Worksheet |Refund $0 | [Text Input Field 4

3 State returns. If you're going to file the client’s state return (or returns) electronically,

enter the appropriate information in the Choose state(s) to file electronically
expanding table.

Note the following about the three EF filing types for state individual returns.
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EF filing type

States

Comments

Independent

California, Illinois,
Maine,
Massachusetts, and
Minnesota

Independent EF filing type state returns don’t have to
be electronically filed with the corresponding federal
return. Returns for these states are electronically filed
directly with the state taxing authority.

Fed/State

Hawaii, Oklahoma,
and Oregon

Fed/State EF filing type state returns must be
electronically filed with the corresponding federal
return. Returns for these states are electronically filed
to the IRS, then sent to the state taxing authority.

Fed/State or
State-Only

34 states that aren’t
an Independent
state or a Fed/State
state

Fed/State or State-Only EF filing type state returns
don’t have to be electronically filed with the
corresponding federal return. Returns for these states
are electronically filed to the IRS, then sent to the

state taxing authority.

Important: New York is a Fed/State or State-Only state this year.

4 Enter all other relevant information in the Filing Information section.

Direct Deposit/Direct Debit. If the client wants their refund deposited directly into

their account or the balance due withdrawn from their account, complete Part V -
Direct Deposit or Electronic Funds Withdrawal Information.

5 eri -

IS [=1 E3
Fie Edt View Foms lmpot E-Fle Tools HomeBase Infommation Window Help S
Dl|@lsE| ale| wofst| @e]<|> e o] 1] okl ARl $(@r] =l 2
[Abouts Info Wks [El Filing Extensions Electronically Search Help:
Federal Information Werksheet The Federal | ESurvey: Improving our Business Tak .| [~ Focarat
Information Worksheet collects most of the Bl Information on the Advance Child Ta...
general teupayer informatian, su. more..| [E1¥What are the rules for de... (2 pore | [For best resuts, type a full sertence Check this box to
2 IZ/use direct deposit
E?:gi[;gz; = Part V — Direct Deposit or Electronic Funds Wil Information (nat for Form 9465% of a ny federal
INCOME Cawian: Review transterred information for accurasy. refund.
BUSINESS
IR&/RETIRER Does client want to us= direct deposit of sriy federal tax refund? ...............o.oo.oorierorerons w [ Mo
SALES
DEDUCTIONE Does client wank to use electranic funds withdrawal of federal balance due (EF anly)? s Jves [Me Check the
CREDITS Does client want to use electronic funds withdrawal of Form 4868 balance due (EF only)?.....*| |Ves Mo !
TAES/PENY [ lactad any of the cptions sbove, fill aut the infarmation bel appr_oprlz_ite Yes
you selected any of the aptions above, fill out the infarmation below
MISLELLANE {Be sure to review tansferred information for accuracy.) box in this a rea to
EFILE/BANKI] Mame of Financial Institution (aptional) - use electronic
Fom 1040 Chack the appropriste box............ & Checking|__| Savings|__] funds withdrawal
Info'Whks Reauting pumbar Becourt number -
Clert Status - of a federal
w2wks - balance due (if
Form'w-2 QuickZoom o the Electronic Filing Information Warkshest ta enter debit date and ameunt ., = QuickZoom . .
W26 Whs QuickZaom 1o the Form 4565 Electronic Filing Info Workshest to enter debit date and amount = SuickZoom USI ng electronic
1093MI5C QuickZoom 1o Form 9465 1o erter information for the Installment Agreement Requast = QuickZsom | _| fili ng)_
Fom 10936 QuickZoom o to the estimated tax workshest to schedule an instalment
«of estimated tax to be paid via eledronic funds withdrawal {electronic filing anly ... ... ™ QuickZaom
T0A G ks Be sure to
] Paged complete the rest
10939 Whs Check # you want to prirt page & | p
1099-R wiks of Part V.
IRAESAMT Part V1 — Standard DeductionMtemized Deductions
s far
BER | oreck this box o temize sven i temized deductions are less than the stardard deduction |
[Federal Information Worksheet [Refund 80 | [Check Box 4

Step 2 - Prepare the return(s) for electronic filing

To prepare a client’s individual return(s) for electronic filing:

1 Complete the client’s federal return.

Tip: See “Avoiding common reasons for rejection” after Step 7.

2 Complete the Electronic Filing Smart Worksheets on the client’s Form W-2, 1099-R,
W2-G, and 1099-G worksheets (if applicable).
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RAL or RT. If you're participating in the ProSeries/Bank Products program and the
client wants a Refund Anticipation Loan or Refund Transfer, complete the applicable
parts of the Bank Product Information Worksheet.

For more information, see “Overview of Bank Products” on page 47.

Go to the toolbar and click the Go to State/City button.
Complete the client’s state return.

Go to the toolbar and click the Go to Fed button.
Go to the toolbar and click the Save Client button.

Avoiding common reasons for rejection

Verify the client’s social security number (SSN) and Date of Birth (DOB) with the
Social Security Administration (SSA).

If you're preparing a Married Filing Joint return, verify that the spouse’s last name on
the return matches the spouse’s last name on his or her Social Security card.

Make sure the employer’s name and federal identification number on the actual Form
W-2 match the information you've entered in the ProSeries program.

Make sure the payer’s name and federal identification number on the actual Form W-
2G or Form 1099-R match the information you've entered in the ProSeries program.

Use error-checking during data entry. To do so, go to the View menu and make sure
there’s a check mark before Error Alerts.

Step 3 - Run Final Review from the return(s)

After you complete a federal or state return, run ProSeries Final Review to help you check
the return for errors.

1

2
3

To review the open federal or state return, go to the toolbar and click the
Final Review button.We recommend that you select every option in the Final
Review Choices dialog box.
Final Review Choices
@ Pick which Reviews to mn:
" E
IV Electronic Filing The Electronic Filing option of Final Review
¥ T5d TagEnors identifies conditions in the return that make
o the return ineligible for electronic filing.
lagnostics
¥ List of Notes
¥ List of Dvermides
cove_|
Analyze the Final Review report, and fix all errors that are identified.

Click Recheck to check the return for errors.

Tip: A PIN is used as an electronic signature. An ERO Practitioner PIN can be any five
digits (except all zeros). You enter your ERO Practitioner PIN in the Firm/Preparer Info
section of the Options dialog box.
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4 Using PINs. If you're participating in the IRS Practitioner PIN program and the client
wants to use a PIN, go to the IRS e-file Authentication Statement in the client’s federal
return, make sure the box at the top of the form is checked, then complete the

remainder of the form.
For more information, click the Help button while the IRS e-file

Authentication Statement is open on the screen. Review the form and the

return(s) with the client.

Tip: You'll need to retain a completed copy of Form 8879, IRS e-file Signature

Authorization, that’s been signed by the client.

Not using PINs. If you're not participating in the IRS Practitioner PIN program, review

Form 8453 in the client’s federal return. (If you're participating in the IRS Practitioner
PIN program, you don’t need to file Form 8453 with the IRS.) Also review the
electronic filing paperwork form in the client’s state return, if applicable. Review the

form(s) and return(s) with the client.

Step 4 - From the EF Center, select the return(s)

To select individual returns for electronic filing:

1T Go to the toolbar and click the Go to EF Center button to go to the
HomeBase EF Center.

The HomeBase EF Center presents important information about each client
return that you've prepared and marked for electronic filing, including the status of

each return.

2 Select the individual returns that you want to file electronically. Their status should be

Return Marked for EF.

E-File button

The status should be Return Marked for EF.

ProSerie 00 =] E3

Fle Edt View Impot E-Fig] Took HomeBase Infomation Help

Dl=( e = | B o [&] ] 32| 1| ]| Sl 2] HomeBase
Use the new Hep e [EFiling Extensions Electranical Search Help:
Pending IEF — J B Info on Current Support Topics [<How Dol 7 fSearch]
and enter ~| [|BSoling printing problems A2 nore | [For best resutts, tyee a ful sentence
Accepted - 4 Pending | Accepisd |
tabs to filter 1 Client Hame: SSHEIN :::E R.?;:L" Status ﬂ! STEPS TO =
the returns' 1 Abercrombie, Kristy J 111-11-111 1040 |Federsl Return Marked for EF E_FILE

2 Anderson, Bruce & Yirginia 111111112 |1040 |Federal | Return Marked for EF Click on each step for more

B | na 111111114 |1 Returr 1 EF
These M | [Baker, Chris & Chris cleral  |Return Marked for EF
15 | |Bater, Gregory Return Marked tor EE
returns are o Becker, David 111-11-1115 _|1040  Federsl
selected. 111.11-1119 Return Marked for EF

111-11-1120
111-11-1121

Return Marked for EE

1040

Federal

detailed information
Mark the return for Electranic
Filing (see Fiing Information

section of the Federal

Information Worksheet)

2 Prepare the client's return for
Electronic Filing

Carperter, Phi 111-11-1122 1040 |Federal | Return Marked 1or EF
Carr, Steve 1711011125 [1040 |Fecersl |Relum Marked for EF | |3 FunFinal Review from witin.
Chavez, Angels 111-11-1124  |1040 |Federsl | Return Marked for EF the client's return.
Dee, Michael & Karen 111-11-1126 1040 |Ferieral _|Relurn Merked for EF 4 Ersatoc BF Corir selct e
[ Dunn, Eric 1111111271040 |Federal _|Relurn Merked for EF T —
15 Faloo, Christina 111-11-1128 1040 |Federal | Relurn Marked for EF
16 Foster, Robert 111-11-1129 1040 |Federal  |Return Marked for EF 5 Go tothe EFile Menu, chaoze
7 Franzen, Mark 111-11-1130  |1040 |Federal | Return Marked for EF Electronic Filing, then choose.
Gaming, Tory 111111131 |1040 |Federal | Return Marked for EF Conrert/Tyansinit, =
Gadwin, John 711111321040 _|Feserel | Retumarked o || o ochecne stus ot
Hackleman, James 111-11-113%_[1040_|Ferleral | Relurn Merked for EF [ENPTE) wal 24-48 hows,
Harbin, Pete 111-11-1134 1040 |Federal _|Relurn Merked for EF then oo the E-Fils Menu,_
22 1040 |Federsl  [Return Marked for EF chooss Elsctronic Fling then
23 ek, Bob & Tracy 1T e ea Return Duplicate DN chonse Recaive.
- ;l_l Ackn s =l
|
4% ] Message Center
[ |Returns in view: 61 4
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e To select consecutive client returns, click the first client return, then hold down the
SHIFT key and click the last client return.

e To select non-consecutive client returns, hold down the CTRL key while you click
each client return.

State returns. State returns are listed after the corresponding federal return. Select a
client’s federal and state returns at the same time.

Fed type. Individual returns (both federal and state) show 1040 in the Fed Type column.

Tip: While California, Illinois, Maine, Massachusetts, and Minnesota returns do not need
to be electronically filed with the corresponding federal return, it’s best to do so. If an
Arizona, North Dakota, or South Carolina return isn’t filed with the corresponding federal
return, it can’t be electronically filed until the federal return is accepted.

Step 5 - Convert and transmit the selected return(s)

To electronically file the individual returns that you selected in step 4:

Go to the toolbar and click the E-File button.

2 If any informational dialog boxes appear, read the information, then click
OK.

3 If you see a Pay-Per-Return dialog box, authorize payment for the indicated client
files.

4 In the Electronic Filing Options dialog box, select — EETITIrIITES ]
Convert and Transmit selected returns/extensions. Tretu(s] have been selected forelectraric fing
0 extensionls] have been selected for electronic fiing
5 Make sure Enable conversion error checking is .
selected. € Conven selected etuns/etensions
Tip: A return that cannot pass error checking will ® Tl B e,
usually get rejected by the IRS. Therefore, do not @ [Eonven and Transmi selecied rehime/exlensions
disable conversion error checking unless directed V' Enatle canversion erar checking
to do so by a Technical Support Representative.

0K | Cadl | Hep |

6 Click OK.

When the ProSeries program finishes converting and transmitting the returns, the Transmit
Electronic Filing Returns/Extensions Log appears so you can review the results.

Step 6 - Wait 24 to 48 hours, then check for
acknowledgments

Tip: ProSeries automatically checks for acknowledgments when you transmit client
returns. It may take more than 48 hours to receive an acknowledgment for some federal
and state returns.

To check for acknowledgments from the IRS or state taxing authorities:

1 In HomeBase or from an open return, go to the toolbar and click the Go to
EF Center button.

2 C(lick the client’s status in the Status column of the EF Center to open the
client’s Electronic Filing Client Status History.

Tip: Entries in the Status column are blue and underlined. A client’s status becomes
bold when your mouse pointer rests on it.
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Review the Electronic Filing Client Status History and identify the most recent status
of the client’s return, then click Close.

Tip: If a client’s return was rejected, the report shows why it was rejected, and how to
fix the error.

If the most recent status of the return is “Return Accepted,” proceed to “Step 7 -
Complete the electronic filing process” on page 45.

If the most recent status of the return is “Return Rejected,” proceed to “Resolving a
problem with a rejected return” that follows Step 8.

If the most recent status of the return isn’t “Return Accepted” or “Return Rejected,”
continue with Step 5.

Go to the E-File menu and choose Electronic Filing. Eamvery sl B e B s |

From the Electronic Filing menu, choose Receive
Acknowledgments to get the latest
acknowledgments.

Update Selected Acknowledaments...

Heports. F12

Electonic Filing Options.

In the Receive Electronic Filing Acknowledgments
Log, click View Acks to see the detailed Acknowledgment Report.

If there aren’t any acknowledgments, View Acks is not available. In most cases, you
will receive a client’s federal acknowledgment before you receive the client’s state
acknowledgment.

Review the information, then click Close. If the return was rejected, continue with
“Resolving a problem with a rejected return” next.

Resolving a problem with a rejected return

To resolve a problem with a rejected return:

1

2

From the EF Center, go to the Electronic Filing menu, choose Reports, then print a
Rejected Returns report.

Incorrect SSN. If a return was rejected because the taxpayer’s social security number
wasn'’t correct, print the Intuit Electronic Postmark Report before correcting the social
security number and resubmitting the return. This provides the original date and time
of filing.

Fix the errors in the rejected return.
Make sure the corrected return passes Final Review.

Convert and retransmit the corrected returns as explained in “Step 4 - From the EF
Center, select the return(s)” on page 42 and “Step 5 - Convert and transmit the selected
return(s)” on page 43.

Re-filing state returns. If you've filed a client’s federal and state returns together and
the federal return is accepted but the state return is rejected, in most cases you can
re-file the corrected state return electronically.

Hawaii, Oklahoma, and Oregon returns. You cannot re-file corrected Hawaii returns,
Oklahoma returns, or Oregon returns electronically because they can only be filed
with the client’s federal return. To re-file a corrected Hawaii return, Oklahoma return,
or Oregon return, you must print the return, then mail it to the appropriate state
taxing authority.
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Step 7 - Complete the electronic filing process

After the IRS or state taxing authority has accepted a return, take these steps to complete
the filing process:

1 Using PINs. If you and your client are using PINs, you don’t need to mail Form 8453
to the IRS (but you will need to retain a completed copy of Form 8879, IRS e-file
Signature Authorization, that’s been signed by the client). However, you may need to
mail state electronic filing paperwork to the appropriate state service center. Proceed
to Step 3.

Tip: To determine if a client’s return was filed with PINs, go to the EF Center and
scroll across to the PIN column. If the return was transmitted with a PIN, you'll see a
“Y” in the PIN column. If the return was transmitted without a PIN, you’ll see an “N”
in the PIN column.

Not using PINs. If you and your client are not using PINs, attach any required paper
documents to Form 8453, U.S. Individual Income Tax Declaration for an IRS e-file
Return. Do this for each return that has been accepted, then continue with Step 2.

Tip: The Preparing Form 8453 section of the Electronic Filing Information Worksheet
identifies the paper documents to attach to the client’s Form 8453.

2 After you've been informed the federal return was accepted, mail the completed Form
8453 to the appropriate IRS service center within the time period required by the
appropriate taxing authority.

Tip: The Mailing Form 8453 section of the Electronic Filing Information Worksheet
shows the Form 8453 mailing address.

3 State forms. After you've been informed the state return was accepted, mail the
completed state electronic filing paperwork to the appropriate state service center
within the time period required by appropriate taxing authority (if the state taxing
authority requires electronic filing paperwork).

4 Print Form 9325, Acknowledgment and General Information for Taxpayers Who File
Returns Electronically, and give it to your client.
To print Form 9325:
a. Open the client’s federal return.
b. Go to the File menu, choose Print, then select Print Selected Forms.

c. Click Choose, select Form 9325: General Information for Electronic Filers,
then click OK.

d. Click Print.
IRS refund cycle. For information about the IRS refund cycle, go to

www.proseries.com, select Electronic Filing, select Other Useful Info, then select
Refund Cycle.

5 Balance due. If you filed a balance-due return and your client did not elect to pay
with a Discover Card or to have their bank account directly debited, print Form
1040-V, Balance Due Payment Voucher, and give it to your client.

Federal taxes. If your client owes federal taxes, he or she must mail Form 1040-V and
the payment to the IRS no later than April 15, 2005.

State taxes. If your client owes state taxes, complete the state tax payment voucher at
the same time.
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6 Getting current information. To review common reject reasons, troubleshooting
information, and frequently-asked questions from www.proseries.com, do either of the
following:

e While in the ProSeries EF Center, go to the Steps to E-File section, then click the
View Frequently Asked EF Questions button.

e While in your Internet browser, go to www.proseries.com, select E-Filing, then
select E-Filing FAQs.

For detailed information about electronic filing, including instructions on how to file
extension request forms electronically:
e  Go to www.proseries.com, then select E-Filing, or

e  Enter appropriate keywords or a question in the Search Help field on the Help toolbar,
then click the Search button, or

e  C(lick the User's Guide button on the toolbar, then go to chapter 20,
“Electronic Filing.”

Michigan Single Business Tax returns, Massachusetts
business returns, and Massachusetts corporate extensions

The steps to file Michigan Single Business Tax returns and Massachusetts business returns
electronically are similar to the steps to file federal and state individual returns
electronically. However, note the following:

e  If the client will be filing a federal corporation, S corporation, partnership, or
fiduciary return, you mark the client’s Michigan Single Business Tax or Massachusetts
business return for electronic filing on the Electronic Filing Information Worksheet in
the client’s federal return. You can select Massachusetts or Michigan SBT.

Tip: If the client will be filing a federal individual return, you mark the client’s
Michigan Single Business Tax return for electronic filing on the Federal Information
Worksheet in the client’s federal return by selecting Michigan SBT.

e  Fed type. The Fed Type column in the EF Center identifies the type of business return.
e Corporation returns (both federal and state) show 1120 in the Fed Type column.
e S Corporation returns (both federal and state) show 1120S in the Fed Type column.

Partnership returns (both federal and state) show 1065 in the Fed Type column.
¢ Fiduciary returns (both federal and state) show 1041 in the Fed Type column.

e  Return type. The Return Type column in the EF Center identifies the state return.
e Massachusetts business returns show MA in the Return Type column.
e Michigan Single Business Tax returns show MISBT in the Return Type column.

For detailed information about filing Michigan Single Business Tax returns, Massachusetts
business returns, and Massachusetts corporate extensions electronically:

e  Go to www.proseries.com, then select E-Filing, or
e  Use the Search Help feature on the Help toolbar, or

e  (lick the User's Guide button on the toolbar, then go to chapter 20,
“Electronic Filing.”
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Overview of Bank Products

When you file your clients’ federal individual returns electronically, those clients may be
eligible to receive a loan based on their expected federal refunds in the form of bank
products such as Refund Anticipation Loans (RALs), Refund Transfers (RTs), and Refund
Transfer Direct Deposits (RTDDs). In addition, your fees are deducted from the client’s
refund and deposited into your bank account electronically.

As a general rule, a client is eligible for a bank product if:
e  The client is due a federal refund, and
e  You're filing the client’s federal return electronically

ProSeries/Bank Products software through Santa Barbara Bank & Trust is included with
ProSeries/1040 and integrates seamlessly with ProSeries/Electronic Filing. However, you
can offer bank products through First Security Bank or Republic Bank instead of Santa
Barbara Bank & Trust.

For more information about offering bank products through Santa Barbara Bank & Trust,
First Security Bank, or Republic Bank:

e  Go to www.proseries.com, select E-Filing, then select Bank Products, or
e  Use the Search Help feature on the Help toolbar, or

e  Click the User's Guide button on the toolbar, then go to chapter 21, “Bank
Products.”

The following table summarizes the basic steps for offering bank products to your
clients through Santa Barbara Bank €& Trust:

To take this step... Do this...

1. Apply to Santa Barbara Bank & | Go to www.proseries.com, select E-Filing, then select Bank
Trust to participate in their bank Products to apply to Santa Barbara Bank €& Trust.
products program.

2. Set the ProSeries Bank Products | a. Go to the Tools menu, choose Options, then select Bank
options. Products.

b. Select the Bank Products options that you want.

c. Click Registration Information, then enter the requested
information in the Bank Products Registration Information
dialog box.

3. Transmit your registration a. Go to the HomeBase Bank Products view.
information to Santa Barbara
Bank & Trust (any time after
12:00 a.m. PST on 12/1/04).

b. Go to the E-File menu, point to Bank Products, then
choose Transmit Registration Information.

4. Check for the registration a. Go to the HomeBase Bank Products view.
acceptance status from Santa

b. Go to the E-File menu, point to Bank Products, then
Barbara Bank & Trust.

choose Receive Authorization/Status Information.
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To take this step...

Do this...

5. Prepare the client’s federal
return for a bank product.

a. Prepare the client’s federal and state return(s).

b. Prepare the client’s federal return (and state return(s) if
applicable) for electronic filing.

c. Complete the Bank Product Information Worksheet in the
client’s federal return.

d. Review the client’s return(s) and make sure the return(s)
successfully pass Final Review.

e. Print the Refund Application Loan (RAL) and Refund
Transfer (RT) Application and Agreement form from the
client’s federal return, and have the taxpayer(s) sign it.

6. File the client’s return(s)
electronically.

a. Go to the EF Center and select the client’s return(s).

b. Go to the E-File menu, point to Electronic Filing, then
choose Convert/Transmit Returns and Extensions.

7. Receive bank product print
authorizations and status
messages.

a. Go to the HomeBase Bank Products view.

b. Go to the E-File menu, point to Bank Products, then
choose Receive Authorization/Status Information.

8. Print the client’s Refund
Anticipation Loan or Refund
Transfer check. (This step isn't
applicable for Refund Transfer
Direct Deposits.)

a. If “Ready to Print” appears in the Status column of the
HomeBase Bank Products view, select the client.

b. Go to the E-File menu, point to Bank Products, then
choose Print Checks...

c¢. Deliver the check to the client.

9. If there’s a problem with a
check, resolve the problem.

a. Go to the HomeBase Bank Products view and select the
client whose check is affected.

b. Go to the E-File menu, point to Bank Products, then
choose Resolve Check Problems...

10. View or print Bank Products
reports.

a. Go to the HomeBase Bank Products view and select the
client returns that you want to include in the report.

b. Go to the E-File menu, point to Bank Products, then
choose Reports.

For detailed information about bank products:

e  Go to www.proseries.com, select E-Filing, then select Bank Products, or
e  Enter appropriate keywords or a question in the Search Help field on the Help toolbar,

then click the Search button, or

e  C(lick the User's Guide button on the toolbar, then go to chapter 21, “Bank
Products.”
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