TAXWISE DEMONSTRATION
NOTE: Throughout the TaxWise Demonstration, we will be completing a basic return together. Please see Phoebe Buffay’s information in the folder you have been given.  Break up into groups as instructed. Your group will help supply information to be entered into TaxWise for Betty’s return.

GENERAL TAXWISE RULES
	Note: All e-filing will be done by the GTRA on Sunday from a single computer; do not attempt it at your work station. 

	In Taxwise, you will see certain boxes which are RED (referred to as “hot boxes”); this indicates that Taxwise is expecting you to enter information in this box. 

	In Taxwise, at the left of your screen you will see a tree with all the forms listed. If the form name is RED, this indicates that there are boxes in the form that Taxwise is expecting you to answer. If the form name is GREEN, this indicates that Taxwise believes that the form is completed.   If there is is YELLOW, this indicates that Taxwise has calculated an entry for you. 

	Function keys are: 

                        F1 – Help 

                        F8 – Override – to override the information that Taxwise computes

                        F9 – to link to another form 
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I. GENERAL INFORMATION:

This section intends to point out some of the general information about completing the tax returns as well as some tips to keep in mind.  
Main Info Page of Federal Return
1. If the client has dependents:

1. Go to ‘Dependent’ Section.

2. Use the drop-down box for “relationship” and “Code”

3. Use X to indicate DC (dependent care credit).

4. Always check the EIC box.  This will make the EIC worksheet turn RED and you must answer only the questions that are RED on the worksheet. 
2. If the taxpayer is a student:

1. Check the intake sheet to see if the student is claimed by her parents. 
2. If yes, scroll down to the ‘Filing Status and Exemptions’ Section, and check the box that states the taxpayer can be claimed on another person’s return.
3. If the client has out of state income:

1. Enter those states as non-resident states in the ‘State Information’ Section. 
2. The state forms will appear in the tree on the left hand side. 
4. Enter the client’s bank account information in the “Bank Account Information” Section.
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Missouri State Return 

1. Adair County code is ADAI and the Kirksville school code is 241.  Otherwise look up the codes by pressing F1.

2. If the client has out of state income and paid out of state tax, add and complete MO-CR to claim a credit for the tax she paid to other state government. Follow Part II of this manual for detailed procedures. 

3. Some of the elderly clients will qualify for the Missouri Property Tax Credit. If you believe the client is entitled to the credit, complete MO-PTS. Follow Part III of this manual for detailed procedures. 

Tips

1. For any source document, refer to the FAQ for information as to how to input the information.

2. W-2s

i. Make sure that the W-2 worksheet and the taxpayer’s W-2 MATCH EXACTLY.

ii. If an amount in TaxWise does not match the W-2, use the F8 function key to override the box.

iii. If a client has more than one W-2 form, click on the “plus” at the side of the form name to copy the W-2 form. 
3. Dividend (1099-DIV) and interest income (1099-INT)

i. Go to Schedule B.

ii. For dividend income, go to the “Dividend Stmt” worksheet.

iii. For interest income, go to the “Interest Stmt” worksheet.

4. Self-employment income (1099-MISC)

i. Go to Schedule C.

ii. Call a reviewer.

5. How to add a form:

i. Under the taxpayer refund and above the forms tree, there is a “plus” button that allows you to add forms. Scroll through the list of forms until you find the one you are looking for. 
ii. Click the blue name of the form to add it to the form tree. 
II. OUT OF STATE TAX (MO-CR)
If the client is a Missouri resident who earned income outside of Missouri, he/she will be subject to taxation by both Missouri and the other state. To avoid double taxation, the taxpayer will be entitled to a tax credit in Missouri for state taxes paid elsewhere. Go to Schedule MO CR to compute the credit for the taxpayer. 

1. In order to do this, go to line 26 of the Missouri form 1040.  Select F9 to link.  Choose the MO CR form.  

2. On line 1 of the MO CR form, use the F8 function key to override the calculated entry (Taxwise will not link this number so it MUST be entered manually).  The number that should be entered is on line 5 of the MO 1040.  Please be sure to enter both the taxpayer and the spouse.  It is important that you put the amounts into the correct column, but do not worry they are labeled.

3. Enter the other state’s abbreviation  

4. On line 3 enter in the amount of the wages from the other state.  This is found on the W-2.  If there is income from more than one state besides Missouri you can copy the form and enter in the other state.  Complete a MO CR for each state. 

5. On line 10 enter the amount of tax paid to the other state.  This can be found on the W-2. 
III. MISSOURI PROPERTY TAX CREDIT
1.  There are three primary qualifications in order to be eligible to receive the Missouri Property Tax Credit (MO PTC):


a. 65 years of age or older OR


b. 100% disabled OR 
c. 60 years of age and receiving surviving spouse SS benefits 

To make sure that Taxwise will know if the client is eligible for the credit, follow the steps in the following table if the client is 65 years old,100% disabled, or 60 years old with survivor benefits:

	65 years of age
	100% disabled
	60 years of age and survivor benefits 

	· Enter the birthdates of the taxpayer and/or spouse on the Main Info Page.

· TaxWise will turn form MO-PTS red.

· The MO-PTS can be found in the MO section of the document tree on the left hand side of the screen.
	· The intake sheet will indicate if the client is disabled.

· Go to the Main Information Page.

· Go to the section entitled ‘Taxpayer Information.’

· Check the box indicating that the client and/or spouse is disabled.

· TaxWise will turn PTS form red.

· The MO-PTS can be found in the MO section of the document tree on the left hand side of the screen.
	· Enter the birthdates

· Go to page 2 of the MO tax return to line 38 and link to the PTS form. 


2.
Once you have pulled up the MO-PTS form, check the box on the form to indicate whether the client paid real estate taxes, rent, or neither.  If they paid real estate taxes or rent, proceed to the next part of the form.  If they paid neither, you are now finished with form MO-PTS.

3.  Taxwise will automatically calculate Lines 1-8, therefore continue to step 5.

4. Ask the client whether they rented or owned their home.  Follow the appropriate steps in the following table:

If the client OWNED their home:  

If the client RENTED their home:

	a. Check box 9c.

b. Check box 10b.

c. Link line 11 to the form MO-RET.

d. Complete the necessary information on form MO-RET until you have gotten all of the red out.


	a. Check box 9b.

b. Check box 10a.

c. Link line 12 to the form MO-CRP.

d. Complete the necessary information on form MO-CRP until you have gotten all of the red out.


6.  Once the MO-CRP or MO-RET is filled out, TaxWise will calculate the amount of the credit shown on Line 14. 
IV. INTERNATIONAL ISSUES
1. Use the form 1040NR.

2. 1040NRs can not be E-filed. You will need to go to the main info and select paper for “type of return” as well as the state returns where it asks “do you want to electronically file this return?” 
3. If the client is entitled to salary exclusion (check Pub 901 table), go to part L on Pg. 5 of 1040 NR. 
a. Fill in the country
b. Correct treaty article – Check Thursday Training materials for number in chart
c. Insert number of months in U.S. in prior tax year, so if he/she was here for the whole year, insert 12. 
d. Amount of salary exclusion from chart but only up to W-2 income

e. Enter the same number into the W-2 income box. This is the amount of the salary excluded on the W-2.
f. On the last question, answer “no.”
4. If the client entitled to scholarship exemption, do the following:
a. On line 12 of the 1040NR (pg 1) enter the entire amount of taxable scholarship (the room and board portion).  
b. On line 31 of the 1040NR (pg 1) enter the amount of scholarship that is excluded (amount shown on the list, limited by the amount of taxable scholarship. Since it will be unlimited, you will enter the same amount as step a).
5. Clients from India will receive the standard deduction.  In order to do this you should check the box on line 38 of the 1040NR (pg 2).  It will input the standard deduction amount automatically.   
6. When entering W-2s, check to make sure that FICA taxes were not withheld. TaxWise does not know this, so you will have to hit F8 and override boxes 3 and 5 on the W-2 to enter zero. Remember if you see FICA taxes withheld on W-2s for International students, call reviewers for assistance.
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