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Preview

What It Is

The 1983 TAX PREPARER by HowardSoft is a professional software
package for the computer-automated preparation and filing of tax retums in
1883, and for keeping tax records throughout the year in preparation for
the next tax filing season. The package is designed for those who may be
new 1o computers but who recognize the labor=aving potendal of
computer-aided tax filing. It is ideal for the tax professional who must
handle several hundred returns a year as well as the individual who only
preparies returns for himself and his family. When vear-long tax records
are kept with the software a low-cost update available from Howard
Software at year-end is used to convert those records into tax returns for
the next filing season.

The standard (federal) package for 1983 includes the capability to
prepare, edit, and prine the 1982 formsand schedules most widely used by
individuals:
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The TAX FREPARER relieves the great amount of manual labor
involved in stepping through the numerous complex procedures and
lengthy calculations involved in the preparation of returns. All arith-
metic computations are performed automarically, including the compu-
tation of all taxes from tables or tax rate schedules. Results are
automarically reflected on all lines and forms where they are necded.
Lines are automatically skipped when so indicaved by the results and the
[RS instructions. The human preparer therefore only needs to enter new
information. Calculations based on previously entered or calculated
information are performed without human prompting.

The features thar have made the Tax Preparer so valuable to thousands
of professionals in the past include:

Preparation of Forms and Schedules — Forms and schedules are prepared
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without the need for worksheets because facsimilies of the forms
appear on the screen during preparation. You need only enter new
data on the appropriate lines, The computer automatically generates
and displays computed entries and posts results ontoother forms and
schedules as needed. This interactive approach allows the rapid cor-
rection of errors and fast preparation without the need for learning
time.

Printos for Filing — Once you are satisfied that all entries are correct you
may generate printouts for direct filing with the IRS. Merely select
from a compurter-displayed list the clients for whom returns are o be
printed and the computer will print them unattended and in [RS
format. Printouts are produced directly on preprinted forms for Form
1040, as required by the IRS. All other printouts are produced in a
facsimile formar that serictly follows the [RS guidelines for computer-
generated returns, including detailed supporting statements as
needed.

Recordkeeping — Itemized lists can be built and maintained throughout
the year for virtually any line of any form or schedule. Editing and
appending are easy and automatically reflected on the appropriate
form or schedule. The lists can then be printed as supporting state-
ments for the [RS.

And this year there are many new features for professionals and individ-
uals alike:

Instant Access — Direct access to any section of any form or schedule
without long delays for disk reading.

Easy Data Entry — Speedy up and down movement within any form
and a builtin calculator to add, subtract, divide, or multiply any
entry for the rapid correction of errors.

Powerful Disk Library — Instant summary of clients on a disk and the
returns prepared for each client, and rapid copying or deleting of
files.

Client Billing Letter — Professional letter printed for each client lists
returns prepared and gives brief filing instructions to the client.

Manual Override — To alter automaticallycomputed entries in order

1-2
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to reflect unusual tax situations.

Two-Printer Option — Load 1040 paper in one printer and lined paper
in the other and the printours will be generated without the need
to change paper.

Built-in Road Map — For those who prefer puidance by the computer,
a builtin road-map provides access to any form through 1040 in
the proper order. (Direct access is still available, however, for those
who prefer not to be confined to the road-map or who want o
correct a single entry rapidly. Any correction is still reflected in all
other forms and schedules.)

Fool-proof Ermor Recovery — Sophisticated error handling allows you to
insert the wrong disks, open drive doors, disconnect printers, and
much more without stopping the program; the proper corrective
actions are clearly displayed on the screen w allow you to
COTEInLUE.

By buying this basic federal package you have prepared yourself for
many tax seasons to come. Each yvear low-cost updates are offered for
your software to bring it upto-date with the latest tax laws and IRS
filing requirements. California state supplements are also available
each year to expand the capabilities of your software to incdude the
preparation of state mcome tax returns. (Supplements for selected
other states may be available soon.)

Along with the annual updates come annual improvements in the
operating ease and power of the software. Improvements are made on
the basis of suggestions from the customers who use the program. If
you are the first to suggest an improvement that is adopred in a later
revision of the software, then you will receive the new version free of
charge. (In 1982 over 100 free updates were issued because of the
valuable suggestions from customers, These suggestions have resulted
in the long list of new features reviewed above.)

What It Isn't

The Tax Preparer by HowardSoft is a valuable computational aid
but is not a substitute for thinking. It provides mechanical assistance in
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the mathematics and typing of returns — not legal advice. As a conse-
quence, it provides the flexibility needed by tax professionals and pre-
vents the uncontrolled posting of deductions to specific forms. It does,
however, put responsibility on the user for making important decisions
concerning tax deducribilicy.

Like the computerized tax services that many tax professionals use,
the Tax Preparer by HowardSoft provides computational services to
taxpayers who have already made determination regarding what
should or should not be included in income and which items are or are
not allowed as deductions. If vou are not a professional preparer who is
familiar with tax laws, then you should either consulr a professional for
legal advice or else take the time to learn the RS rules on tax filing.
Two very helpful government-published books on rules are available
free from your local IRS office. Ask for “Publication 17" for individuals
and “Publication 334" for small businesses if you need help.

Whether or nor you are a tax professional you showdd obeain copies of
the official IRS forms and schedules that you will use. You can get these free
of charge from your local office of the Internal Revenue Service, and
sometimes even from your local post office or bank. The mstructions
that appear on these forms will aid you with simple questions of
appropriateness of an entry. Mareover, the forms contain the full IRS
text for each line of the form. (The software uses only abbreviations of
this text in order to fit within the limited width of common video
screens, The full text from the original forms is a “must” when tax
questions arise.)

The tax laws can be so complex for some individuals that it is always
possible to produce an invalid return, even with the aid of a computer.
Some of the convenience features of che software can lead to misuse ag
well. For example, the updating feature allows you to use last year's
returns as the initial data base for this vear's returns. You merely need
change the numbers that are different from the previous year, but need
not change the text. You still have the responsibility, however, of
making sure that all numbers and text are updared ro reflect the cur-
rent conditions.

In summary, as long as you use the software as a labor<aving ool
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rather than a brain substitute you will find thar the preparation of tax
returns can actually be fun!

How to Use This Manual

Even though the software is designed for ease of use by the new-
comer to computers, the structure of the tax laws and filing procedures
is sufficiently complex to warrant added caution. We therefore suggest
that you make it easy on yourself and read the manual from cover to
caver, stepping through the examples yourself to become familiar with
preparing tax returns by computer before purting the software to
serious work. The main body of the manual is intended to reach you
the proper operation of the software on your first encounter with the
package. Once you have read the manual and followed the examiples
vou should not have to refer to the main body again. The appendices,
on the other hand, are designed for easy reference when questions arise
in rhe use of the software. You should therefore keep this manual wich
the Program Disk after having briefly scanned the appendices to
become familiar with their contents,

The main body of this manual is tutorial. You are guided through
your first encounter with the software and the computer in Chaprer 2.
Start-up procedures and general operating instructions are covered,
including the setting of the software to make full use of your particular
hardware configuration and the preparation of blank disks for use as
Tax Preparer Storage Disks. You are then stepped through the tax pre-
paring procedures in Chapter 3 with the aid of the sample return that
is prestored on the supplied Program Disk. You are next ready to enter
data and prepare your own returns with the help of the hints given in
Chaprer 4. Then, in Chapter 5, you learn how you can generate
facsimile printouts of all forms, schedules, and supporting statements,
how you can print onto an offical Form 1040, and how you can
produce professional summary letters (for client billing by professional
tax preparers). Finally, in Chapter 6, the annual updating procedure is
reviewed and hints on yeardong tax record-keeping are given.

Whereas the main text provides instructions for your first use of the
software, the appendices provide operating details for easy reference
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and periodic review. The recommended order of forms preparation is
detailed in Appendix A, including a tax preparation guide with sample
roadmaps and a checklist of common tax deductions. The peculiarities
of completing each form and schedule are explained in Appendix B
including a list of the special builtin worksheets that are available for
each form and the available paths 1o other forms and schedules. The
creation of supporting statements of detailed itemized lists is explained
in Appendix C, including general recordkeeping, file management,
and the printing of the lists. Management of the disk library system is
explained in Appendix D, including the cataloging of disks, the
creation of new storage disks, the addition of new filenames, the dele-
tion of unwanted old files, and the translation of last year’s data into
the formar for this year’s forms and schedules. The control of the entire
program through the kevboard and default settings is reviewed in
Appendix E. Compurter messages are reviewed in Appendix F. A list of
error messages and suggested corrective actions is provided along with
a list of progress messages given by the computer to advise you of its
actions. Finally, a few reminders on printing and a set of sample print-
outs are given in Appendix G.

If you haven't done so already be sure to fill in and return the Registra-
tion Card inserted in front of this book. We can only provide customer
service to registered owners of the product, including the advisement o
customers of important revisions or upcoming updates. As further
insurance against problems you should also make a back-up copy of the
Program Disk by using the standard COPY program that was supplied
with your Disk Operating System (DOS) when you purchased the
hardware. It is a violation of the federal copyright laws and the customer
licensing agreement to use this copy for any purpose other than back-up,
but it {s important to have such a copy in case of aceidental damage to the
original disk. In any case please feel free to call for technical assistance
should vou have any serious problems with the software.

Micro-Glossary

Before jumping into the world of computer-automated tax prepara-
rion, let's make sure that you are knowledgeable about the language
that we used in preparing this manual. While we have attempred 1w
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remove the “computerese” found in mest software manuals, there
remain a number of common English words that have a special
meaning to this software:

default settings — specifications that define how the computer will com-
municate with vou and the equipment that surrounds it; the mose
recent specifications are taken as the proper specifications by
default; such specifications as number of disk drives, width of video
screen, width of printer, ete. are included.

meny — not a pamphlet of food selections, bur a video-displaved list of
all available options for the next aperation; when you decide not to
exercise any of the options you must press the ESC key to escape
the menu.

main ment — the first menu that appears after the software is started;
each of the five main operations of the software is selected from
this menu.

mode — a predefined procedure, controlled by the computer, for per-
forming a specific task; the five modes listed in the mam menu are
a display of instrucrions, the preparation of forms and schedules,
the printout of returns, the management of storage disk files, and
the changing of default sertings.

page —a section of a form which is displayed on the screen ar one time;
most forms and schedules are divided into several pages for easy
direct access to any section of any form.

file —a space reserved on the disk for all tax data for a single taxpayer.

filename — the name that identifies the file, which is usually the tax-
payer's name, sometimes followed by the preparation date.

file manager — a function of the software thar maintains the disk filing
system like a librarian would maintain books in a lbrary; such
library tasks as cataloging, removing old files to make room for the
new, opening space for new files on a new disk, and copying filings
from one disk to another are all included.

aotently active filename — rhe filename that will automarcically be
accessed for reading data from disk and storing data to disk when
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any form or schedule is selected for preparation; the last filename
used on the currently inserted Storage Disk is always taken as the
currently-active filename, and must be changed by you (through
the file manager provided in the software) before picking a form to
prepare if it is not the name with which you want to proceed.

general itemized lit — a detailed list of dollar amounts with a description
of each to support the total which is entered on the current line.

special itemized list — a special list that is similar to a general itemized
list in the ability to report numerous unrelated items, but is more
complex in that each item is described by several subsidiary entties
rather than just a dollar amount; the special itemized list is similar
to a very short form, like Schedule B, but is repeated for each
separate item listed,

supparting statements — an itemized list (from either the general itemizer
or the special itemizer) that details the components of the total
dollar entry for a line of a form or schedule; when printed and sub-
mitted to the IRS it is intended to support the entry,

1-8
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What You Need

In order ro use the [BM Edition of this sofraare vou mist have an IBM
Personal Computer with at lenst 64K of memory (RAM) and at least one
disk drive. You must also have the IBM Disk Operating System (IBM
POS) and the accompanying disk BASIC and FORMAT wurilities,

In order 1 use the Apple Edition of thissoftware you must have an Apple
Computer (II, I-Plus, or 1) with ar least 48K of memory (RAM) and at
least one disk drive. You must also have the Applesoft BASIC language
either in hardware or loaded into a language card. (If you have an Apple
[I-Plus system then yvou automatically have a compatible form of BASIC
since Applesoft is either butltin on a ROM or you have alanguage card. If
you have the older Apple [l system then you must also have an Applesoft
Card installed in order to use this program. ) The Prograrn Disk is supplied
in the l6sector formar of DOS 3.3, which is standard in all Apple
Computers manufactured since 1981, (If you have an older Apple system
that operates only with the 13-sector format of 3.2 then you must update
your disk systemn with a new hardware updarte. See your dealer for help.)

You may use the software with either a one or two disk drive system. If
you have two disk drives then you merely insert the Program Disk in one
drive and a Storage Disk in the other and operate the software without
ever removing the disks again. If you have only one drive then the
computer will prompt you when you must swap disks during operation of
the program, as it is best not to use the Program Disk for data storage
because of limired space and the risk of excessive wear. Whether you have
two drives ar not you must have a separate disk for storing data that you
type into the computer. A blank disk is included with voursoftware for
this purpose. However, this Storage Disk must be formatted (o initial-
izedYbefore it can be used with this software, The disk can be so formatted
{orinitialized) either by following the procedures in your DOS Manual or
using the special mode for this purpose which is included in the software.

While a printer 1s not needed wo use the software, since results can
always be reviewed on the video sereen, o printer is recommended asa
Iabor-saving toa] because returns can be printed in a format thar can be
submitted directly to the RS, The software s compatible with all
printers, when properly operited in accordance with Chapter 5 of this
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book, as long as the hardware configuration that is standard for your
machine is used in connecting the printer to your computer,

Start-up Procedures for IBM Personal Computers

This section describes the start-up routine for the [BM Edition of the
sofrware ONLY., If you are using the Apple Edition then you must skip
this section and proceed to the section entitled “Start-up Procedures for
Apple Computers.”

The software can be sarted in one of two ways:

l. manual start-up

2. turnkey start-up
The rurnkey method is the most convenient in the long run because
then the HowardSoft software starts by itself as soon as you turn on
your computer. In order to use the turnkey method, however, you
must take the rime to turn your Program Disk into a Turnkey Disk as
described in the next page. We recommend that you take the time (less
than 2 minutes) to do this now.

Manual Method — If you do not have the time now and want to

start using the software as soon as possible, you may use the manual
method as follows:

Step 1@ Check that you have ready;
. HowardSoft Program Disk labeled "Tax Preparer”
2. IBM Personal Computer Disk labeled “DOS™

Step 2: Insert the IBM DOS disk in your disk drive A, with label
facing up and away from the drive door, and close the drive door.

Step 3 Turn on the power switch to your computer. After a few
seconds delay the disk drive light should go 6n and the disk should
start turning. After several more seconds the following message
will appear:
Enter today's date (m-d-v)k

Now type any valid date, like 1-1-83, followed by the RETURN
key which is labeled on your keyboard as the angled left arrow
{ <1 ) An IBM copyright message should scon appear,
followed by the Zeharacter DOS prompt *A > ",




Getting Started

Step 41 After A > appears type

basic ff:1
followed by the RETURN { ! ) key. Another IBM copyright
message will then appear, followed by the message “Ok".

Step 5: Once “Ok™ appears, remove the [BM DOS disk and insert
the HownrdSoft Program Disk in drive A; then type

run “start”
followed by the RETURN ( <« ) key.

Step 6: After a short delay the screen should display the
HowardSoft ritle and copyright notice as shown in Figure 2-1. (I
this display does not appear, please recheck vour procedures before
calling for technical assistance.) You may now skip the next sec-
tion and proceed to the section entitled “General Operating
Instructions.”

LI
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Figure 2-1. HowardSoft Title and Copvyright Notice

Turnkey Method — Before you van use our software as a self-
starting (“turnkey”) system you must create a turnkey disk thar
contains BOTH the HowardSoft software and [BM system software
{(IBMBIO, IEMDOS, COMMAND, BASIC, FORMAT). (We do not
deliver the [BM software because of the high additional cost that would
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have to be passed on to the user for [BM licensing.) The following
procedures for merging the [BM software onto the HowardSoft
Frogram Disk must therefore be followed before your first use of the
software as a turnkey systems

2-4

Step 1: Check that you have:
1. HowardSoft Program Disk labeled “Tax Preparer”
1. IBM Personal Computer disk labeled "DOS™

Step 2: Insere the IBM DOS disk in your disk drive A, with the
label facing up and toward you, and close the drive door.

Step 3: Turn on the power switch for your computer. After a few
seconds delay the disk drive light should go on and the disk should
start turning. After several more seconds the following message
will appear:
Enter today's date (m-d-y)

You may now type any valid date, like 1-1-83, followed by the
RETURN ( & ) key. Once you have entered the date an [BM
copyright message will appear, followed by the 2-character DOS
prompt "A > 7

Step 4 After A > appears, remove the [BM DOS disk from
drive A and, insert the HowardSoft Program Disk into drive A
and, if you have two drives, insert the IBM DOS disk in drive B.
Then type

turnkey

followed by the RETURN kLey.

Step 5 {for systems with TWO disk drives ONLY):
If you have two drives then a number of computergenerated
messages will appear on the screen and, after abourt a half minute,
the process will terminate with the message:

This concludes the creation of your turnkey disk.
The HowardSoft Program Disk is now ready for tse as deseribed in
Step 7.
Step 6 (for systems with ONE disk drive ONLY):
If vou have only one disk drive then you are prompted by the
computer to alternately insert the IBM DOS disk and the
HowardSoft Program Disk in your single drive. In the prompting
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the two separate disks are identified as A and B as follows:
diskette for drive A means HowardSoft Program Disk
diskette for drive B means [BM DOS Disk
Accordingly, a few seconds after you have typed “turnkey” you are
prompted by the message:
Insert diskette for drive A:
and strike any key when ready

You must now remove the IBM DOS disk, insert the HowardSoft
disk, then strike a key. These messages and disk swaps occur
several more times, but after abour one and a half minures of disk
swapping the process will terminate with the message:

This concludes the creation of your turnkey disk.
and you are now ready to use the disk as described next.

Step 7: To use the newly created turnkey disk, first turn the
computer power OFF for at least 5 seconds. Then, with the newly-
created TURNKEY HowardSoft Program Disk in drive A, turn on
the computer. The software should start itself after a short delay
and greet you with the HowardSoft title and copyright notice
shown in Figure 2-].

Whenever you want to use the turnkey disk hereafter, merely follow
Step 7 to start the software, The display in Figure 2-1 should always
appear after a short pause. A failure to reach this display indicates a
hardware or software malfunction. If you are sure that your hardware
is in good operating condition then your Program Disk may have been
damaged during shipping. Howard Software Services will replace any
such defective disk free of charge provided it is returned within 90 days
of purchase along with a valid Registration Card and a detailed
description of the problem encountered.

Start-up Procedures for Apple Computers

This section describes the start-up routine for the Apple Edition of
this software ONLY. If you are using the [BM Edition then vou may
proceed to the next section, entitled "General Operating Instructions.”

To get started you must run the Applesoft program START, which
is contained on the supplied Program Disk. The procedures for doing
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so depend on which of four hardware configurations corresponds to

your computer system. (Be sure to insert the Program Disk in your

main disk drive with the large oval slot pointed away from you and the
label wvisible to you as you insert the disk. Please consult your Apple

X8 manual for further instructions on properly inserting and “boot-

ing" a disk).

Stemdard Apple 1I-Plus System (Applesoft built-in on ROM) — Insert the
Program Disk, turn the computer an, and wait for the disk to be
booted automatically. The program START will be started with a
title page appearing on the screen.

Apple 1T with Applesoft Firmware — Insert the Frogram Disk, push the
RESET key, then boot the disk by typing 6{CTRL-P (then carriage
return). START s then started automatically and a ritle display
will appear.

Apple 1l or 11-Plus with Language Card — If Applesoft is only available
by loading onto a language card, then you must boot your DOS
3.3 System Master diskette (which contains the Applesofe lan-
guage) before attempting to use our disk. Once the Applesoft
prompt appenrs on the screen you may insert our Program Disk
and type RUN START (then carriage return). The Program
START will commence with a title display.

Apple 1l System — Our software is fully operational under the Apple 11
Emulator, You must first activate the emulator and the Applesoft
largsage. Onee the Applesolt prompt appears, insert the Program
Disk and type RUN START (then carriage return). The program
START will then commence with a title display.

General Operating Instructions
After you have properly started the software and reached the display

in Figure 2-1, the software performs a number of scart-up chores while
displaying the message

Program Start-up Procedures
in the upper lefr corner of the screen. Once these tasks are completed
the “main menu” of the program appears as shown in Figure 2-2. Since
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Figure 2-2. Main Menu

the figures in this manual are all drawn for an 80-calumn video display,
vour display may appear slightly different if you sre using a 40column
display. Messages are typically abbreviated 1o a greater extent for a
4column display. In addition, if your computer does not normally
display lower case letters then only upper case letters will appear on the
screen. The operation of the software, however, is similar for all types
of displays, in spite of the cosmetic differences;

The format displayed in Figure 1-2 iz typical of the screens used
throughout the software. The mode that is currently active is displayed
in the upper left corner. {In this case the actual selection of an pperat-
ing mode is the active mode.) While data are being read from disk or
stored on disk a message appears in the upper right corner to describe
the action. The actual selections, instructions, or forms o be com-
pleted appear centered on the screen. In this case a 5-mode menu is
displayed and you must select one of the five main modes in order to
proveed. A flashing cursor appears to the right of the question mark to
prompt you to answer the question. When selecting a choice from a
menu only numbers thar appear on the menu are accepred when vou
type. In this cace only the numbers | through 3 are accepted. Onee you
have made the selection you must press the “carriage revurn” (RTN)
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key. (This key is marked on your keyboard as either RETURN,
ENTER, or an angled left arrow | «J ). We identify this key
throughout the program as RTN.) Pushing the RTN key is equivalent
to saying “Ok" to the computer. A new entry is not accepted until the
RTN key is pressed. Besides the numbers | through 5 and the RTN
key there is only one other key that is active for the menu selection: the
“escape” (ESC) key. By pressing this key you indicate to the computer
that you want to escape the current mode rather than continuing and
delving further into the mode. The ESC key generally returns you to
the prior menu or operation from which you entered the curremt
mode. In the case of the main menu in Figure 2-2, however, pushing
the ESC key terminates the program, since no prior mode exists. In all
other cases a repeated push of the key will cause you to retrace your
path until you reach the main menu once again, o that you can select
a new operating mode. {Note thar the bottom lines of the screen are
reserved for instructions on keys that are currently active for con-
trolling the program. For menus like Figure 2-2, however, the only
active keys are ESC, RTN, and the numbers for the available choices.)

Having reviewed the screen and keyboard you are now ready to
make a selection from the mam menu. The 5 available funcrions are:

1) DISPLAY INSTRUCTIONS — This mode allows you to view
on the screen brief reminders on the proper operating procedures for
the software, Pressing 1 then RTN while the main menu (Figure 2-2) is
showing causes the table of contents for the instructions to appear. (See
Figure 1-3). Customers who are already familiar with prior versions of
the Tax Preparer by HowardSoft may find it sufficient to read these
brief instructions rather than the entire manual. The general arganiza-
tion of the program and modes of aperation are reviewed on the first
page of the instructions. Operating tips on data entry are given on the
second page. Instructions on preparing blank disks for storing data are
given on the final page. You should view these instructions briefly now
by selecting 1, 2, or 3 from the menu in Figure 2-3, Once the instruc-
tions for the selecred page appear, you may flip among pages by press-
ing the > key to see the next page and pressing the < key to see
the prior page. Once you are finished with the reading of the pages you
may escape back to the table of contents (Figure 2-3) by pressing the
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ESC once then back to the main menu (Figure 2-2) by pressing ESC
again.
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Figure 2-3. u for Display of Instructions

2) PREPARE TAX RETURNS — This is the main operating mode
for the software. New tax returns are prepared in this mode and old
returns are reviewed and edived. By selecting this mede you are placed
under the control of “Master Freparation Control” and shown a list of
all forms and schedules that are available for preparation. (See Figure
24.) You should not proceed with this mode, however, until you are
instructed 1o do so in Chapters 3 and 4. Details of the screens and the
preparation of returns are described there.

3) PRINT OUT TAX RETURNS — This mode is usually the final
mode to be selected ot tax filing time. You may prepare, update,
review, and edit any and all returns by using mode 2 alone. Mode 3 s
required only when a paper copy of the return is required, such as for
filing with the IRS or submission to a client for review. Once you select
this mode you are given the printing choices shown in Figure 2-5.
Choice 1 invokes the printing of facsimilies of all requested forms and
schedules, and their supporting statements. Choice 2 causes data to be
printed on an official Form 1040, Choice 3 causes client billing letters
ta be printed. You should defer the selection of any of these choices,
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however, until you read Chapter 5, where complete details on printing

are given.
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4) MANAGE STORAGE DISK FILES — This mode is provided to
maintain the disk library system in good order. When you select mode

2-10




f-

Getting Started

4 from the main menu the file management choices shown in Figure
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Figure 2-6. File Management Menu
26 are provided, (These funcrions are previewed here bur are detailed
in Appendiz D for future reference, However, you should defer their
use until so instructed in the tutorial in Chaprer 4.) Before taxpaver
information can be saved vou must create a new storage disk and apen
and name a new file. This mode provides these functions. You can also
rename a file or delete selected returns currently on your storage disk;
and you can duplicate selected files on one storage disk and transfer
them to another storage disk, a feature thae is wseful if vou should fill
up a storage disk while storing data. This made also reads data from
price-year Tiles and properly places the data in currentvear files: And,
for good library management, the system allows the display and
printing of contents of the storage disks, include a list of returns pre-

pared for each client.

5) CHANGE DEFAULT SETTINGS — This mode allows you to
alter the operation of the software to take full advantage of the capabil-
ities of your particular hardware. For example, a minimal hardware
configuration would contain only one disk drive unic. When preparing
or printing & return on the Program Disk and Storage Disk would have
to be swapped periodically in the single drive as IRS text from the
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Program Disk and raxpayer data from the Storage Disk are alterriately
required. If; however, you have two disk drives, or a hard disk drive,
then vou should change the “default sertings" so that the computer can
take advantage of the presence of the second drive. You would select ‘\
miode 5 from the main menu and then view the screen shown in Figure
2-7. From that screen you would selece #1, "operating specifications,” as
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Figure 2-7. Menu for Default Settings
the default to charige, and then alter the drive specifications so thar the
Storage Disk is accessed from a different disk drive unit than the
Program Disk. You would then escape (via the ESC key) from the
“Change Default Settings” mode and the new specification would be
stored on the Program Disk. Thereafter the computer would aleer-
nately read files from the two disks (in the two separate drives) without
pausing for the swapping of disks. Several othér operating and printing
specifications can be changed through mode 5, including sereen width,
printer width, and much mare as detalled in Appendix E. You should
wait until you encounter this mode in Chapters 4 and 5, however,
hefore attempting to change the defaults yourself, “

Data Entry
The keyboard is your means of communicating your desires to the
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computer. A number of special features are built into this software
make that communication especially casy and errorfree. These special
Itﬂﬂl:urlﬁ1 h{JWE\’Er,, maly mnk{: t].'IL“ L’.E",’I:NJEI"‘J Upﬂrﬂl.ﬂ Sﬂmf“'hﬂt dlf"
ferently from the norm. You should take the time to learn these
features in order to make full use of all the labor-saving teols that are
available: After learning these features you may refer to Appendix E
for reminders,

Omne class of special features is protection against meaningless entries.
For example, when a menu of selections appears on the screen, only a
valid numerical response will cause the computer to continue, When 6
selections are given then only the numbers 1 through 8 will cause an
action. Any other key presses will be ignored and the compurer will
patiently await a valid response, When a self-promoting question
appears on the screen the computer accepts one of only three
keypresses:

Y for ves

N for no

space bar for no
All other responses are ignored, The computer patiently awaits a valid
response. When the last page of a form is showing on the screen and
you request the next page by pressing > |, the computer fgnores the
keypress (because no next page exists) and again awaits a valid
response. When the computer is waiting for a numerical entry it
ignores all non-numeric keypresses except for those few that have a
special meaning, such as the backspace and carmage return.

Another class of special keyboard features involves movement
within the program. Whenever a page is displayed on the screen you
may escape the page or mode by pressing the ESC key (marked Esc or
ESC on your keyboard). If you want to stay within the same operating
maode, however, but just proceed to the next page, you should press the

= key. When supplying data to the computer from the keyhoard you
can also move up and down the current page by using the A key to
move up and the RTN key (marked RETURN, ENTER, or 4}
to move down. In summary, you use A ,RTN, < , > ,and ESC
to move up, down, back, forward, and out, respectively.

When supplying data to the computer further protection and editing
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features are available. A flashing cursor on the screen always flags the
entry that will be affected when you proceed to type. For example, if
you select mode #5 from the main menu and then choice #] from the
“Change Default Settings” menu, you are displaying a page for data
entey as seen in Figure 2.8, The flashing cursor sppcars near the end of
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Figure 2-8. Example of Data Entnr fur R:settmg metmg
Specifications
the first dara line, to the left of the letter A thar specifies the Program
Disk Drive. If you do not want to change this entry (which is A in this
case), you should press RTN to move down the page and, at the same
time, approve the entry. To move back up press the A key (which
requires a press of the shift and the key marked A on its upper half).

The number of characters that can be typed for an entry is restricted
by the software to a meaningful entry. For the drive specification on
Figure 2-8 this is a single letter for IBM computers, and 10 characters
for Apple Computers. No more than the allowed numbeér of characters
are registered in the computer. Once satisfied with your entry you
must push the RTN key to cause the computer to register the entry.
The entry that you typed at the position of the flashing cursor is then
rewritten on the screen to replace the former entry. Other text entries
operate similarly. You type the entry starting ar the cursor position
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(lefr-justified) and the compurer rewrites the entry over the former
entry, once you press TN, The only difference among various text-
type entries is the length allowed for the entry. For example, the tax-
payer’s last name can be up to 40 letters long, but the social security
number can be no more than 11 characters long,

Yes and no answers to questions are handled like all prompts
throughout the program. That is, when the flashing cursor lies on the
question mark you need only press Y for yes and N or space for no.
The entry is immediately accepred without need for the RTN key, The
word yes or no s rewritten on the screen as soon as you press a valid
key to answer the question.

Numerical entries are handled arithmetically, Non-numeric key-
presses are not accepted when a number is required, such as a dollar
amount. For examples, consider the next page for changing default
settings, illustrated in Figure 2-9. A numerical entry s expected for the
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Specifications

first item on the list, the number of spaces for a left margin, Try typing
any letter of the alphabet and you will find that it is ignored with the
sole exception of the letters L and L The L is automarically interpreted
as the numeral | because so many typewriters require tvpists to use the
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lower case L as the number one. (The I invokes an itemizing feature to
be described in Chapter 3.) However, all numbers (0 through %) and
arithmetic symbols (., +, — for decimal point, plus sign and minus
sign) are accepted. The length of the number is limited by the
computer to avert meaningless entries. For example, the left margin for
a printer is limited to no more than nine spaces, so no more than one
numeral can be typed (0 through Y) for the default setting for the margin.
Similarly, no more than three numerals are accepted for the number of
characters per line. Also, since the numerical entries for these default
settings must be whole numbers, the entry is rounded to the nearest
integer and redisplayed on the screen once the RTN key is hit.

For monetary entries a four-function calculator is also active, (Mone-
tary entries will be demonstrated when you start to prepare a return in
Chapter 4.) Up to ten characters can be typed for monetary entries.
When no sign or decimal point is entered this means that up to ten
digits can be typed. After the RTN key is hit the number entered is
rounded to the nearest penny or the nearest dollar (depending on your
default settings) and redisplayed on the screen in the format
XXNXXNXMXX, When the entry is started with an arithmetic symbol
(+ for plus; — for minus, / for divide, * for multiply) the calculator is
enforced. This means that the number typed after the symbol is, after
the RTN key is passed, added to, subtracted from, divided into, or
multiplied by the prior entry (which is displayed right-justified on the
screen). For example, if the prior entry is 1000.00 and you type +500,
then the new entry becomes 1500.00 and is redisplayed on the screen
as such, On the other hand, if you type a number without preceeding
it by an arithmetic symbol, then the number is interpreted literally as
the new entry, regardless of the prior entry, For example, if the prior
entry is 1000.00 and you type 500, then the new entry becomes 500.00
and is redisplayed as such.

Note that some special keys on your keyboard may be active but
others may not. If you have a ten-digit keypad then you can usually
enter numbers through the keypad rather than the keyboard as long as
the keypad is properly activated in accordance with the manual for the
keypad. However, if you have special editing keys for moving the
cursor, deleting and inserting characters, etc., these keys are normally

2-16




Getting Started

deactivated because the software uses {ts own n:!iting prucndun:& as
described next.

An editing capability is built into the software for making corrections
r' to text data entry. This capability is especially useful for correcting typing
ertors in long text entries. The available keys are
crrllH or < for backspace

ctrl-Uor = for forward copy of the current entry

ctrl-Dd for deleting the character currently under the
cursor
crrld for inserting characters in front of the character

under the cursor.
The backspace key is marked on your keyboard as a large left arrow
(< )and merely backspaces the cursor so that characters to the left
of the cursor can be altered. (Pressing cirl-H has the same effect.) The
forward copy key is marked on your keyboard as a large forward arrow
{ == ) when it exists on YOUR computer and merely spaces the
cursar to the right over the current entry or recopies letrers from the prior
entry when the end of the current entry is reached. (Pressing ctrl-U has
" the same effect. In fac‘tT ctrl-L] must be used when the forward arrow key
does not exist; thus crrl-U must be used for IBM Computers. Do not
confuse this function with the short arrow on the IBM kevboard, which is
a special cursor moving key and not a forward copy key.) The forward
copy key is therefore useful for correcting the spelling of a prior entry by
recopying the prior until the offending letter is reached and then
recopying the remainder of the prior entry until the end is reached, The
delete function is invoked by pressing the CTRL key then pressing the D
key without releasing the CTRL key. The character under the cursor is
deleted and the remainder of the entry is moved one space to the left to fill
the gap. The insert function is invoked by pressing the CTRL key, then
pressing the | key without releasing the CTRL key. All characters typed
thereatter are inserted before the character currently under the cursor.
The insert function is then terminated either by pressing the RTN key to
approve the entire entry or pressing the backspace ( <+ )or forward
' copy [ == ] keys, or pressing the cerel-d keys,

Computer Messages

The computer periodically communicates with you using short
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single-line messages. When the message is merely advising you of what
the computer is doing (o that you are not left in the dark during
necessary delays) it appears flashing near the bottom of the screen. No
action is required on your part during these messages; you must merely
be patient while the indicared action is raking place. When the message
requires an action on your part, however, a flashing cursor appears at
the end of the line awaiting your response,

In one class of messages oneline instructions are given prompting
you to perform some necessary action. For example, you may see
messages like:

Insert Program Disk in Drive A

Turn Printer On & Align Paper
In each case you must perform the instructed action then, when you
are done, press the RTN key to continue. The press of the RTN key
means to the computer “Ok I've done it. Please continue.” If you
press RTN before having performed the proper action, however,
you may be greeted by an error message.

The error messages may scold you but they also give you a chance
to correct your error, (While the computer does not hold the belief
that the customer is always right, the computer 5 forgiving in
providing a path to recover from the error.) The complete set of
these error messages is given in Appendix F for your future refer-
ence. Most of these messages are caused by errors in disk handling.
For example, should you accidentally leave the door to the disk
drive open, you would be greeted by the message

Close Drive Door!
followed by a prompt giving you the option to skip the last disk
access or escape the current mode, rather than retrying after cor-
récting your error:
Want to retry (Y) or skip ahead (N)?

Before answering the prompt you should take the corrective action,
such as making sure the disk is properly inserted and the drive door
is properly closed. Then you should answer Y to the prompt so that
the disk operation is restarted. You may escape the error condition
without taking the corrective action, however, by asking to skip
ahead to the next action (by pressing N) or asking to go back to the
prior menu so that a different instruction can be given by you to the
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computer. While you will almost always want to retry when a disk
errar is encountered, you may often want to either skip ahead or
abort the current mode when you encounter a printer error such as
“out of paper.”

The advisory messages that are flashed during delays are merely
messages to assure you that the computer is performing some neces-
sary functions. For example, when data have been changed and all
forms and schedules are being updated to reflect the change the
computer may delay before storing new data on disk and will flash
the message

STANDBY! Computations in Progress
Similarly, when the computer has been operating for tome time and
has accumulated excessive deadwood (texr thar is no longer being
displayed and will not be redisplayed in the immediate future}, the
computer will remove the deadwood and reshuffle the remaining
text that is being actively used so that subsequent text can be more
conveniently handled, and will simultanecusly display the flashing
message:
STANDBY! Computer is Pausing to Refresh

At other times the computer may be reading data or text from the
disk or storing them on the disk and will flash a message to that
effect. In this case the message is not only advisory bur also a
warning not to touch the disk units during the process, else an error
in disk reading or writing could occur. During any of these
STANDBY messages you must do just that: Stand by and be
patient, and wait for the computer to complete its current function.
DO NOT hit any keys such as BREAK or RESET key or else you

may lose data that have required considerable typing effort to enter.
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Reviewing the Sample Return

Accessing the Sample

An example of the use of the software by a tuspayer with a relatively
’ simple return is contained on the supplied Program Disk. You should
review this return upon your first use of the software in order to get
familiar with the operating procedures. This is easy to do if you have not
changed the original default settings for the disk drive specifications.
However, if you have changed the drive specifications then you must
restore them to their original settings as follows: First start the software ss
described in Chaprer 2 then select mode 5 from the main menu (Figure
2-2)and select mode | from the default menu (Figure 2-7). You must now
restore the disk specifications to their original settings as illustrated in
Figure 2-8, with the storage disk drive ser identical to the program disk
drive. Then press ESC rwice to réturn to the main menu. The computer is
now restored to operation as a single disk drive system so that the pre-
stored sample return can be viewed. (If you wanted 1o view the sample
return using two drives you would have to recopy the sample files onto
your separate storage disk by using the Storage Disk File Manager mode

' described in Appendix D.)

Onee the computer is set for single drive operation you are ready to
review the sample return. Firgt select mode 2 from the main menu
(Figure 2-2) in order to “prepare tax recurns.” For the sample return the
tax data are stored on the program disk rather than on a separate
storage disk. Thus when you are prompted to insert the storage disk in
the single drive specified you should ignore the message and retain the
program disk in the drive. (For storing your own data, however, you
will use a separate storage disk as described in Chapter 4.) Afrer the
prompt to

Insert Storage Disk in Drive A

appears, merely acknowledge the message by pressing the RTN key
{recalling thar RTN means RETURN, ENTER,or <=4 ). The long
menu of forms selection should then appear on the screen as illustrated

in Figure 24, Notice thar the currently active filename is displaved ar

'A the top of the screen. This is the filename for the last data that have
* been reviewed from the currently inserted storage disk (which in this
case is really the program disk). If you have never used this software
before then this name should be Mr. and Mrs. Sample. If it is not then
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vou should select mode 1 from the long menu to choose the proper
active filename for reviewing the sample. The contents of the currently
inserted disk (in this case disk volume (0, which is the program disk)
would then be listed and you would choose My, and M. Sample from
this list.

Form 1040 Review

As long as the proper filename appears you may proceed with your
review by selecting Form 1040 for preparation. Type 2 then RTN as
your choice for the menu in Figure 24, (You could have directly
EEEEt[Ed one {}f thE‘ f}thL‘T fi:l['mﬁ [h:l[ hﬂ'l"f hﬂ'ﬂn p'rEFlﬂrfd1 hut we Vu"i_".
illustrate here the “roadmap” method in which all forms and schedules
aree accessed through Form 1040.) Once the text of Form 1040 and the
data for the sample have been read from the disk, the Form 1040 menu
in Figure 3-1 will appear.
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Figure 3-1. Form 1040 Menu

You may now enter any section of Form 1040 by selecting a section
from the menu, and then flip forward ( > ) and backward ( < )
through the eleven available sections (which we call pages). It is most
logical to start with the first section, however, in order to acquaint
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Reviewing the Sample Return

yourself with the data entry procedures. Therefore, select page 1 from
the Form 1040 menu (Figure 3-1) by typing | and RTN. The rop of
Form 1040 should soon appear on the screen as illustrated in Figure
3-2. The information for this and the next page of Form 1040 should
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Figure 3-2. Top of Form 1040 for the Sample Return

always be completed whenever you start preparing a new set of returns
for a taxpayer.

As an experiment you may prefer to change some of the entries. For
entries of text, such as taxpayer’s name, you may immediately retype
the entry and all alphanumeric characters will be accepted. For entries
of Y or N in response to true/false questions the computer will accept
keypresses of Y, N ar space bar directly, and no others. For numerical
entries, however, it is sufficient to enter the new number directly.
Textual entries will be refused when a numerical entry is expected.
After making any new entry, however, you always get a chance for
approval or disapproval. The computer will proceed to the nexe line
only after you have pressed the requrn key in approval of the entry thar
has been typed on the screen.

The entries for Form 1040 are important for the proper completion
of ather forms and schedules as well. The entry for taxpayer's name
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and social security number will be reflected in the header for all other
forms and schedules that are filed under the same filing name. The
selected filing starus (lines 1 through 35) is used for determining deduc-
tions and exclusions for various other forms and schedules, such as line
29 of Schedule A. The adjusted gross income (line 32} is used for deter-
mining exclusions, limitations, and taxes on A, It is therefore very
important that Form 1040 be properly completed up to the line needed
by another form before proceeding to that other form. Appendix A is
provided as a guide for insuring this proper order for the completion of
forms.

As you flip through the pages of Form 1040 you can see all types of
entrigs: text, interger, monetary, and questions. What may not be
obvious, however, is that a grand structure lies underneath many of
the lines. This grand structure surfaces only when you press [ at a line,
indicating that you want to support the entry for that line with more
detail than just the monetary amount. The structure that surfaces,
however, depends on the particular line to be detailed. When [ is
pressed at a line that is not supported by a form or schedule thar is
built into the software, the “general itemizer” is entered. On the other
hand, when the line gets its entry from a form or schedule that is built
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Figure 3-3. Fourth Page of Form 1040 for the Sample Return

3-4




Reviewing the Sample Return

into the software, pressing | opens the door to that other form and the
preparation of that form is started.

As an example of the “general itemizer” consider the itemizing of line
7 of Form 1040. First access page 4 of Form 1040, illustrated in Figure
3-3. Then, with the cursor lying on line 7, press L. The itemized list of
entries that have been prestored to support line 7 is then displayed on
the screen, as illustrared in Figure 34. Note that the number of pages
of entries that have been prestored is noted in the upper right corner of
the screen. To flip through the pages you may use the < and >
keys as usual.

The general itemizer allows you to separately list all component parts
that comprise an entry, For example, if you are paid wages from several
different sources, you may use the itemizing feature as shown here to
separately list the amount and payee for each. The amounts will then
be totaled and placed on line 7 auromatically when you -escape (via
ESC) the itemizer. The entries are also stored on disk when you exit so
that they can be recalled the next dme you want 1o review the list or
make changes to the list. They can also be printed as supporting state-
ments for filing with IRS, as detailed in Appendix C.
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Data entry for the “general itemizer” is similar to that for normal
monetary entries except that the text as well as the dollar amount for
the entry can be changed. When the screen shown in Figure 34 first
appears the cursor lies by the first numerical entry. After retyping the
entry, or approving it by pressing the RTN key, the cursor moves to
the beginning of the text entry so that the description of the amount
can be typed. After the RTN key is pressed again the cursor moves to
the numerical entry on the next line, followed by its rext emtry.
Pressing the A key reverses the process. All editing features described
in Appendix E are available for modifying these enrries. Adding totally
new entrics at the end of the list is easy, using added pages if necessary.
Merely press > after the last complered page and a new blank page
will appear. Inserting new lines in the middle of a list, however, is less
convenient. If you anticipate the need to do this you should scatver
encugh blank lines throughout your lists to allow for the later addi-
tions. (Blank lines will be ignored when the itemized lists are printed as
supporting statements to be filed with the IRS. They therefore will not
affect the format of the finished return even when they are left blank )

If you have nor yet done so you should press ESC to escape from the
iternized list and return to the screen in Figure 3-3. You should now
proceed to line 8 in order to see an example of using | to gain access to a
form or schedule without specifically escaping from Form 1040. Press |
when the cursor lies on line 8 and Schedule B will be retrieved from the
disk. Notice that the general itemizer cannot be invoked at this line,
since a more detailed schedule is available. It is therefore impossible to
have two conflicting supporting statements for the entey.

Schedule B Review

Omnee you have selected Schedule B and the appropriate text and data
have been read from the disk, the first page of Schedule B, shown in
Figure 3-3should appear. Any of the three available sections can now be
selected as a starting point for Schedule B since pages can be flipped with
the < and > keys. Asfurther illustration of the software select page 2
to review the reported dividend income (Figure 3-6).

Data entry follows the same format as for Form 1040 except that no
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paths to other forms or schedules are available from page | of Schedule
B. Any line (1 through 6) at which you press | will cause the “general
itemizer” to be invoked for cresting itemized lists as supporting
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For some entries you may prefer not to create an extensive itemized
list yet you need the assistance of a calculator to sum the components
that comprise the total for the line. In these cases the built-in calculator
can be invoked by using the arithmetic symbols +, —, /, and * as pre-
viously described in Chapter 2. For examgple, try entering the amount
500.00 at line 1 of Schedule B. After pressing the RTN key, move back
up to line 1 (via the A key) and type +20. After pressing the RTN
key the calculated entry 520.00 will appear on the screen as the entry
for line 1 of Schedule B.

When you are ready to leave Schedule B you may return to line 8 of
Form 1040 by pressing the ESC key. If you changed any amounts on
page | of Schedule B you will notice that the new total from line 8 of
Schedule B has been automatically posted to line 8 of Form 1040.
Similarly, if you changed any amounts on page 1 of Schedule B you
will notice a new total on line Ya of Form 1040. (Results from other
forms and schedules are automatically printed in the same way.) You
may now flip past the next rwo pages of Form 1040 (via the > key)
unitil you reach the “Tax Computation” page. Notice how any changes
in the Schedule B entries have been reflected in the toral adjusted gross

income on line 33 of Form 1040, You are now ready to review

Schedule A.

Schedule A Review

Schedule A can be accessed from Form 1040 by pressing [ at line 34a.
The Schedule A menu will then appear. Select page 1 from the menu
first in order to see how medical expenses are handled. Note in particu-
lar that the “adjusted gross income” from line 33 of Form 1040 is
automatically reflected on lines 2 and 7 of Schedule A.

Now flip to page 4 where charitable contributions are reported. An
Iremized list has already been prepared o support line 20b of Schedule
A for the sample return. In order to recall the list merely type | after
having moved the cursor to line 20b, and the prestored data will be
read from disk. The first page of the itemized list will then appear on
the screen. Had no data been prestored an empty list would have been
presented to you so that vou could start the list anew.
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To return to line 20b of Schedule A press Esc. Flipping pages to the
end of the schedule you will notice that lines 28, 29, and 30 are all
computed auromatically and reflece any changes you may have made
in Schedule A. In particular, notice that the exclusion on line 29 is
determined automatically from the filing status data on Form 1040. It
therefore should be dear (rom this example and the example of lines 2
and 7) why the order of forms preparation is important and why Form
1040 should be correct up to line 33 before Schedule A is completed.
Notice that the schedule can, of course, be partially prepared before
completing the first portions of Form 1040, bur the final preparation
and review must await the completion of Form 1040 through line 33,

Tax Computation

When you are finished with your review of Schedule A vou should
press ESC until you reach Form 1040 once again. You are returned to
the Tax Computation section with the cursor lying on line 34a. Notice
that a tax is already posted on line 38, The computation of this tax is
performed automatically. The method of tax computation is under
your control by means of your answer to rhe questions:

............................. from Tax Tables?

................ from Tax Rate Schedule X, Y, or Z!

............................. from Schedule G?
When you answer yes to any one of these merhods the other two are
set to no. You would normally select the tax tables or, if vou have a
high income, the tax rate schedules. If you have completed Schedule G
for income averaging, however, then an answer of "yes" to Schedule G
would cause the tax to be pulled from line 34 of Schedule G, Otherwise
no tax would appear when you select Schedule G, until you have

properly completed that schedule,

You may now flip to the last page of Form 1040 to see the net
amount due after prior payments: Unless you want to review some
other forms or features you may now exit Form 1040 by pressing ESC
twice, after which the sample return will be restored on disk madified
by the changes that you have made o any entires.

Natice that this software can be used for tax planning by using Form
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1040 alone, in many cases. Entries that would normally be pulled from
other forms and schedules can be made directly by retyping the entry
rather than pressing L. In this way you can see the effect on taxes of
deferring income or expenses from one year to the nexe.

Once you escape Form 1040 and the sample files have been restored
you could proceed to the printout mode w immediately see the fruits of
your labor. However, we recommend thar you wait until you read
Chapter 3 after having prepared your own returns. If your printer is
not precisely the same as the standard assumed by the software then
vou could need o follow the special instructions that are provided in
thiat chapter.
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Preparing Your Own Return

Getting Ready for Your Own Data

Ohnece you have become familiar with the software through the sample
return you are ready to prepare your own returng. Before you can pro-
ceed, however, you must perform two steps:

1. Change the defnult settings to reflect your hardware.

2. Prepare a blank disk for use as a tax storage disk.
The defaults should be reset for operation with two disk drives, provided
vou have two drives, to take full advantage of the added speed and con-
venienice that is available with a second drive. In addition the proper
screen width and personal preferences for the way the software should
operate should be reflected in the default settings: Since the Program Disk
is too full to allow its regular use as a Storage Disk, youmust prepare anew
disk for use as a tax storage disk. The new dick must be formarted (or
initialized) and supplied with a special Tax Preparer directory before it
can be used.

I order to change default sectings you must select mode 5 from the main
menu (Figure 2-2) with the Program Disk properly inserted. The defaults
menu shown in Figure 2-7 then appears. Functions 2 through 4 relate to
printing, and their resetting is deferred to Chapter 5. Function 1, how-
ever, is selected for changing the default operating specifications. Upon
selecting this function the entries shown in Figure 2-8 appear, All sertings
must be reviewed to ensure their compatibility with your compurter hard-
ware. In order o view the sample return you had o set the storage disk
drive to be identical with the program disk drive. However, if you have
two drives you should reset the storage disk drive o correspond with the
real facts. Typical settings are reviewed in the following table. You should
change the default settings ro reflect your configuration.

Spec: for Spec. for
Hardware Configuration Program Disk  Storage Disk
IBMPC with two disk drives A B
Apple Computer with two disk drives S6,D1 s6,D2
Apple Compurer with hard disk 53V 55V12

(Mote that you may have o advance the volume number from VI w
W3 and up each time a new 16name directory is created on a hard disk
system.) The only other hardware specification on Figure 2-8 is the
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video sereen width. It should be set o 80 for all hardware except the
standard Apple Il Computer, which is only capable of a 40-column
width. The remaining three default settings relate 1o the personal needs
of the preparer who uses the software. (See Appendix E for detatls on
these sertings.) Once you have confirmed the settings for the operating
specifications you should escape from the default setting mode (via the
ESC key) and return to the main menu.

In order to prepere a blank disk for storage you must first either follow
the instructions in your computer’s DOS Manual on how to format or
initialize a disk or else use the mode provided for this purpose in the
software. To use the builtin mode select “Manage Storage Disk Files”
{mode #4) from the main menu (Figure 2-2) then choose “Create a new
storage disk" (function #7) from the file manager's menu (Figure 2-6)
Yo are then presented with a menu of pages available for instructing
you ot the proper procedures for preparing 8 new disk. (See Figure
4-1.) Since this is vour first encounter with rhe function you should
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Figure 4-1. Menu for Preparing New Storage Disk

view all péguﬁ, starting with page oné which conrains caurions and
warnings concerning the creation of a new storage disk, Then flip
through the pages (using > ) and read all instructions through the
last page. (Nore thar this last page is your point of entry when you no
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Preparing Your Own Return

longer need instructions.) At the last page you are instructed to insert
the Turnkey Disk. This is the selfstarting Program Disk for the soft-
ware. Should you want to abort the mode, press ESC o escape. Other-
wise the preparation of 4 new disk will start and you will not regain
control of the software untl the preparation is completed. If you press
RTN in acknowledgement of the message then the new blank disk will
be prepared after further brief instructions. Once the disk has been pre-
pared the software is restarted anew.

Onice a disk has been prepared a directory must be placed on the
disk. To do this, insert the new disk, select "Manage Digk Files" (mode
#4) from the main menu (Figure 2-2) then choose "Start and name a
new file” (function #) from the file manager's menu (Figure 2-6), Since
the disk has not yet been used there will be no names and the directory
for the disk will therefore appear as shown in Figure 4-2. You should
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select #1 from this menu i order to add names to the disk. No forms
can be prepared for a taxpayer until his name (or other identification)
appears on the disk. When asked to type the name o be added you
may use any Z6letter descriptor. The taxpaver's name would be a
common choice but you may want 1o add the preparaton date or

Figure 4.2.
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some other information for your own library management purposes.
Once you have pressed RTN to approve the name typed the name will
be added to the disk and the directory will be redisplayed, wich the
new name appearing. You may add up to fifteen more names to the
one storage disk directory. No more names can be added once the
directory is filled with 16 names, but you can create similar directories
tor numerous disks so thar hundreds of clients can be conveniently
handled. (An example of a full directory is illustrated in Figure 4-3.
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Figure 4-3. Directory for a Fully Reserved Storage Disk
Note that a full directory does not infer a full disk but rather thar data
for no more taxpayers can be stored on this disk.)

Before proceeding with the preparation of your own returns you may
wish to view some other features of the file manager before leaving the
mode. Referring to Figure 26 where the available file management
functions are listed you will notice that you can see the directory of the
current disk from functions 4 and 3 for displaying on the screen and
printing on the line printer, respectively. The directory shown via
these functions lists the volume number of the disk, the name of each
file and the returns and schedules already prepared for each name.
Since we are working with a new disk the message "no returns com-
pleted” will appear after each filename listed.
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Mast of the other file managing features are used less frequently bur
can be a grear help in cleaning the direcrories of deadwood and per-
forming special functions. Please refer to Appendix D for details on the
functions of these other feacures. You should now return to the main
menu, via the ESC key, to proceed 1o the preparation of valr own
PEtUTTiS,

Once you have returned to the maln menu you should select mode 2

(14 ] pr-OC‘EI.'I:I.' W'lth Tht" ]_'TI'E'FI.'ITHU{'ITI Iffli'I YOUT OWN TCTUrns. ‘le"'hl:ﬂ thi! TJ:I:K
Preparanon Menu appears check the currently active filenamie ar the
top of the screen. If this 12 not the filename under which you want to
prepare vour return then yvou should select function #1 from the menu
in order to pick a difterent filename. When you do so you are presented
with the directory of names on the currently inserted Storoge Disk, as
shown in Figure 4-3. You may now either

1. pick one of the names displayed,

2. add a new name to the disk (f less than 16 are displayed), or

3. insert a different storage disk and ask 1o "view another disk”
By using choice #3 you may search for the disk that contains the name
you wanet before picking the name from the list. By using choice #2 you
may add a new name tw the disk to start preparing a brand new return.
Since vou have already prepired adisk with a divectory G vou have
stayed with us so far) vou will most likely want to invoke cheice #1 and
pick a name from the list of names that you previously placed in the
directory of the Storage Disk. After choosing a name you should
rerurn to the Tax Preparstion Menu (Figure 2-4) via the ESC key.

Preparing Form 1040

Whenever you are starting to prepare returns for a taxpayer who as
vet has no returns on the computer, you must start with Form 1040 so
that the name, social security number, filing status, and exemptions are
enrered. These dara are needed before several of the other forms and
schedules can be completed. Therefore, start preparing the first return
for the currently active filename by chodsing funcrion #2 fram the Tax
Preparation Menu (Figure 24) in order to enter Form 1040,

Onee the Form 1040 menu of available pages appears (Figure 3-1)
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you should pick page | to start at the top of the form. Notice that some
entries have already been made for you (Figure $4) even though you
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Figure 4-4. Top of Form 1040 for a New Return

have never completed a form for this filename. For example the start-
ing and ending dates for the tax year are already entered as Jan. | and
Dec. 31, and a blank social security number is entered as XXX-XX-
XXXX to indicate the format that is required. After completing the
entries on this page, always paying attention to the position of the
flashing cursor, proceed to the next page (via > ) and notice that
answiers to the filing status guestions are also already entered by
detaulr, (See Figures 4-5) You must change rhese entries unless the tax-
payer really is single. Now proceed to the next page (via ESC) and
notice that one personal exemption & already entered. You must
answer yes o other exemptions when they ppply. If dependents other
than the taxpayer’s children must be listed then press | when the
cursor lies on line 6d to itemize the list as required by the [RS.

Proceeding to the next page (vin > ) you see thit zero dollar entries
exist for all income irems, Feel free to flip through the pages of Form
1340 to reach lines {or the entries that you koow. The common first
step in preparing a return is to enter all data from the taxpayer’s W-2
Form. Available from the W2 Form are the amounts for wages on line

4-6

>

-



Preparing Your Own Return

= ey s = — - e 2 | S
L1 -l
It Form j0é0 Pagm 02 af (1 | =
' Tar Frepacer’s Correatly Bctive Filenees - Bubral tar -
EERERRRRRARE r|:|..;|'ba WIATLE !
I Wimglm,. . pmam .
o Hareies 4|1|.n| Jm-nth wusp T NG
B Harried filing -pa-.u-;,-... o
. JBocune®e fuHl]l ness. .
LB th-d n'l' housshold. rranee «F
s B--H“rnilhllllihtu..........
= MIHHH LT L A T oMNe
+  smimimmasa LU T T AT T T R
Hwyhosrd Controle — dePry pege.. ishini pege. . “=lp. . [=liestce
ThY PREFARER iy Howardhedi ESC=facaps o priboe menu. . KTH=Enkry O

Figure 4-5. Second Page of Form 1040 for a New Return

7 (displayed on page 4), special taxes for lines 56 and 58 (displayed on
page 9), and rax withheld on line 60 (displayed on page 10). You should
complete these lines as well as any other lines for which you know the
amounts and do not need to support with orher forms or schedules.

Preparing Other Forms and Schedules

Next you should proceed with the preparation of other forms and
schedules that must be filed with the RS to support entries on Form
1040, In general you should use Form 1040 as your roadmap, as
detailed in Appendix A, completing forms reporting income first, then
adjustments to income, then itemized deductions, then special tax
credits and addirional taxes. If, however, vou do not follow this order
the forms and schedules can always be easily checked for conststency

prior to printing.

The ather forms and schedules are available to you in two 'ways. You
may gain direct access by choosing the appropriate number from the
forms and schedules menu illustrated in Figure 24 or you may press |
{for itemize) at any numerical entry and be wansferred o the
supporting form or schedule. When no form or schedule is built into
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the software for that line you are put under control of a general
itemnizer. For example, you are transferred to Schedule B when you
itemize (by pressing 1) line 8 of Form 1040. Later, when you exit
(escape) from Schedule B the results from Schedule B are automatically
posted to lines 8 and 9 of Form 1040, and you are returned to line 8 of
Form 1040 in order to continue with that form.

Whenever you enter a form or schedule, either directly or through
another form, a menu of pages available for that form or schedule
appears on the screen. Once you choose a particular page the text for
that page is written on the screéen and data may rhen be enrtered just
like it was for Form 1040, When a line is encountered that must be
supported by another form or schedule (such as line 12 of Schedule C
is supported by Form 4562), you may enter that form by pressing 1 at
the line rather than returning to the forms and schedules menu of
Figure 24.

In addition to the itemizing feature that transfers you to a specific
form or schedule there is also a general itemizer which allows you to
separately list all component parts that comprise an entry. For
example, if the taxpayer received interest income from several different
sources, vou can use the itemizing feature (at line 2 of Schedule B) to
list the amount and payee for each. The amounts will be totaled and
automatically placed on line 2 of Schedule B when you leave the list by
pressing ESC. This feature is available on any line of any form or
schedule that expects numeric data, except for those lines for which
supporting forms, schedules or worksheets are available in the soft-
ware. Please note that it is possible to overside the automatic posting
feature of this program by changing an entry on a line that was posted
from another form or schedule or from an itemized list. The program
will allow you to make that change but it will assume thar you do nat
want the old supporting form or schedule. The old supporting data will
be disconnected until you itemize the line once again.

To leave the current form or schedule altogether you must press the
ESC key. If you entered from the forms and schedules menu, you will
be returned to that menu. If you entered by itemizing a line on another
form or schedule, yvou will be returned to that form or schedule.

4-8




Preparing Your Own Return

The Final Steps

Unce all appropriate formis and schedules that support entries on
Form 1040 through line 37 have been completed, the rax (before
credits) is automatically computed. The tax from the tax table or rax
rate schedule will appear on line 38 of Form 1040 a5 long as vou did not
answer (on that line) that the tax should be pulled from Schedule G, In
the latter case it is your responsibility to complete Schedule G so tha
the proper rax will appear,

Once the taxes are properly computed vou can proceed 1o the
remaining sections of Form 1040, Dara and supporting forms and
ﬂe&ull‘ﬁ ﬁ.‘.fl' Crﬁdll::s, ﬂthﬂ!‘ ixes, 'End Flﬂ‘!r'mel'.ltﬁ Can niny h‘.‘ Entﬂrﬁdi
The program will compute the amount overpaid (line 68) or the
amount due (line 71) based on your data. You must complete lines 69
and 70 if an overpayment applies. If you are required to complete Form
2210 you can itemize the last line of Form 1040 in order to enter and

complete Form 1040,

After you have completed the above procedure you can either
prepare a return for another taxpayer or proceed directly to the print-
ing of forme and schedules on paper. Should you want o prepare a
new return you should press ESC to return to the forms and schedules
menu shown in Figure 24 and select function #1 to choose a new
active filename. If you want to generate printouts you should escape o
the main menu and proceed to Chapter 5 to see how printouts are
generated,
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Generating Printouts

IRS Rules on Print-outs

A printed version of any form, schedule, or supporting statement can
be generated on any line printer by selecring the privitout mode (#3) from
the main menu (Figure 2-2). However, the IRS requires that the printours
satisty certain standards before they can be aceepted for filing, Following
are some of the general guidelines that have been set by the IRS. The
information reviewed here was gleaned from [RS Revenue Procedure
824 entitled “Substitute Computer-Frepared Forms and Compurter-
Generated Forms." You may obtain a copy of this pamphlet from the IRS
by ordering Publication 1168, Since IRS regularions may change without
notice, however, you should check with the RS for the latest require-
ments before submitting your returns,

Two classes of computer printouts are distinguished by the IRS:
computer-prepared forms and computergenerated forms: Comprter-
prepared forms are preprinted forms that are filled in by computers,such asan
official Form 1040 with data entries printed onto the form by computer.
Compriter-generated forms are forms for which not only the data entries are
printed by computer but also the entire forms are printed by computer in

facsimile form.

Computergenerated forms are acceptable to the IRS only when they
meet the standards that are set by the IRS (as reviewed in Revenue
Procedure 82-4). Fist, they should be printed on lined (2 per inch) or
green-bar (42" wide) paper for easy reading. Second, although pin-feed
paper that is 92 inches wide is acceptable, it must be perforated into 844"
x 11" sheets. Such paper is available in carbon-interleaved sets to mitigate
the need to take the time to print multiple copies: The following sources
are suppliers who have represented themselves to us as being capable of
supplying paper that meets all requirements of the [RS:

MNelco Forms Form Systems & Services
P.Q), Box 1075 MO, Box 14

Green Bay, W1 54305 Cireen Bay, WI 54305
{(414) 336-2602 {(414) 4330300

However, acceptable paper is available from numerous other sources as
well, including retailers of computer and office supplies. Be sure to order
the standard lined paper and not special custom-designed forms that
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some suppliers sell.

In addition to using the proper paper, the computergenerated
{facsimile) forms must strictly follow the printing formats outlined in [RS
revenye procedures for computergenerated forms and schedules, or else
special approval of a new format must be obeained from the IRS. Since
approval is a time-consuming process and the tax season iz short, we have
attempred to follow the IRS guidelines strictly so that special approval isnot
necessary. You should recognize, however, that it is still possible that some
form or schedule may be rejected because of an unfavorable interpreta-
tion by some [RS agent,

Computer-generated facsimiles of Form 1040, however, cannot be filed
with the IRS. Only computer-prepared forms are acceptable to the RS,
The software therefore has the capability for generating computer-
prepared forms by printing directly on a preprinted Form 1040 and
properly filling in the spaces.

For individual users the easiest way to print onto Form 1040 is to use
single sheet 1040's from your local IRS office or post office. If you have a
friction-feed printer it is easy to use the single sheets one side at a time. If
you have a pin-feed printer you may tape Form 1040’ to your blank pin-
feed paper — page | toone sheet and page 2 to another —and then submirt
both pages to the IRS

For professional tax preparers who have a number of clients, it is much
more cost effective to use the special pindfed Form 1040 paper that is
available from various forms companics, The special paper issold in 4-ply
form — an original plus three carbon copies — as a continuous roll Df

paper for 50 or more forms, The roll alternates between page | and page 2
of Form 1040 and tears apart into standard 842" x 11" sheers. Cost is

typically less than 50 cents per 4-ply form from various suppliers
including:

Integrated Business Systems Melco Forms

2500 West Sixth Street P.O. Box 1075

Los Angeles, CA 90057 Green Bay, WI 54305
(213) 3875343 1415) 3362602
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Chetlksto-Go

P.O. Bax 425

La Mesa, CA 92041

(H00) 552-8817 outside California
(BO0) 5542750 from California

Be sure toask for the "official edition” of Form 1840 inorder to avoid pos:
sible problems with properly typing into the spaces on Form 1040. The
required forms are direct photocopies of the official IRS form. (Some
forms companies have non-standard forms for which they have received
special approval from the [RS bur which may niot be comparible with our

software.)

Another alternative for professional preparers is the use of acetate
overlays. First the Form 1040s are printed by computer onto plain paper
as if preprinted paper were in the machine. Then acetate photocopies of
page | and page 2 of a blank Form 1040 are overlaid on the printouts and a
photocopy is made of the result, which looks to the photocopy machine
like a filled-in preprinted Form 1040, The required acetare overlayscan be
made inexpensively by your local photocopying shop or bought from
such sources az Nelco Forms, (When making the acetates yourself you
mist exercise care to ensure that the overlay is accurare and that the copy
has not been so enlarged by the photocopy machine that the data do not
fit properly within the proper boxes.)

Getting Ready for Printing

Before generating printouts for the first time you should check that the
default settings are appropriate for your printer. The defaults have been
preset to the settings that are appropriate for the most common hardware
configuration, but your printer may require a change. To check the
defaules, select the default changing mode (#3) from the main menu
(Figure 2-2) then select “facsimile printout specs™ (#2) from the defaules
menu (Figure 2-7). The screen illustrated in Figure 2-9 should then
appear.

The specific meaning of each entry is detailed in Appendix E. Justafew

hints are given here to help you in your first encounter with the printing
specifications. The standard typefaces that are-available are normal and
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compressed type. When you select one of these standard typefaces the
computer automatically issues the appropriate initializing characters for
such popular printers as the Epson printer.

When you choose not © use the standard typefaces, however, you
must enter the praper initializing characters yourself, The characters
are found in the instruction manual for your printer. You are allowed
to type any string of characters you desire, including escape and
control codes, in order o reset the printer 1o the desired typeface or
printing width, Note that the escape key will show on the screen as a
special symbol printed on a white square, while a control character will
show as a black typed letter printed on a white square. A few commen
initializing characters follow. Should you have any questions about
your printer, however, you should consult the manual for your printer
of request assistance from your dealer,

Character String Purpose

ctrlO Compressed mode, which sets the typeface
at a narrow size for 16.5 characters per inch.

escE Emphasized type, which sets the typeface for
a darker emphasis than the standard type,

esc-0 Double strike, which causes each character

to be retyped upon itself for a darker print.

MNote that the appropriate keystrokes must be used, not the correspond-
ing character codes. For example if your printer manual states that you
must set the printer with the character CHR$(12), or the ASCll code 12,
then you should type the single keystroke that is equivalent to this code
{ctrl-L) rather than typing the character code itself. (The keystroke
equivalents for the codes are given in your Computer Manual )

The "device for facsimile printouts” is preset as the standard for your
machine, typically slot one for both IBM and Apple Computers. How-
ever, you may have your printer connected to a different port. For
example, with an Apple [l Computer the proper entry may be S5 rather
than S1. (Please note that all settings made for the facsimile printouts are
used for the printout of summary letters and directories as well.)

Once you have set all printing parameters properly for the facsimile
printouts you should proceed to the next page (via > ) to check the
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settings for Form 1040 printouts. (See Figure 5-1.) A similar set of para-
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Figure 5-1. Form 1040 Printout Specifications

meters must be set, but the settings may be made different for the Form
1040 prinrours. For example, you may wish to use twa printers; ong
loaded with lined paper for Facsimile printouts and the other loaded with
preprinted Form 1040's. The printers will therefore be connected w dif-
ferent ports on the computer, and the “device for Farm 1040 printouts”
will therefore be different from the “device for facsimile printours,”

The “paid preparer’s information” in Figure 3-1 will be printed at the
bortom of the last page of Form 1040, as required by the IRS for profes-
sionally prepared returns. Professional cax preparers should properly
supply the information requested. Ir will be stored on your Program Disk
and used every time you print onte an official Form 1040,

You may next proceed 1o the last page for defaulr sertings (Figure 5-2).
On this page parameters are provided for fine-tuning your printouts. You
should normally NOT have tochange any parameterssince they are pre-
set to be compatible with the standard official preprinted Form 1040,
However, should the preprinted farms vou are using be slightly different
from the IRS version, or page 2is spaced a line ar two off from page 1, you
may have m change some patameters. Be careful, however, about wo
many changes. Only minor adjustments should be necessary. (Please
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Figure 5-2. Form 1040 Tab Settings

note that the factory settings are illustrated in Figure 5-2 in case you want
o re-enter them after having made erroneous entries.) "‘

Once vou are satisfied that all defaults are properly et you should
escape the mode by pressing ESC until you return to the main menu, The
new setrings will be stored an the Program Disk automatically before vou
reach the main menu.

Printing Facsimiles

When you are finished with your review of the default settings and
return to the main menu, you may select mode 3 oo proceed with the
printing of the forms and schedules. You are first shown the printing
menu of Figure 2-5, giving you four options for printing. In order to see
how lacsimiles (computergenerared forms) are printed, select option #1
from this menu. After a quick look at the Swrage Disk the computer
greets you with the directory for the disk as illustrated in Figure 3-3. You
must #ither selece one filename [or printing or permit forms for all file- “
niames on the disk to be printed. If you select a single name then the forms
and schedules completed (and selected later Mor that taxpayer only will ke
printed. If you selec all, then the forms completed (and seliceed) for all
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taxpayers on the disk will be completed. However, you can also view
another Storage Disk from which to select a name.
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selecting the filename (one or all) you are greeted with the print-
ing options shown in Figure 5-4. Note that you can print all forms, or all
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except Form 040 {(since its facsimile cannot be filed with the RS
anyway), or a single form alone. And any of these three options can be
accompanied by the printing of supporting statements (special and
general itemized files) or not. (fvou ask to print only a single form, thena
menu of all forms and schedules is also presented and you are asked to
choose one.)

Once you have made your selection of filenames and forms you are
instructed to set up the printer, making sure thar the paper is properly
positioned. The print head should lie below the perforations on the paper
50 that an acceptable rop margin appears on the page. Once the printer is
set you can press RTN to continue. The proper files are then read from
both the Program Disk and the Storage Disk and the printing of the
requested facsimiles proceeds, If printing does not commence then you
should check that the hardware is properly turned on and connected,
then check that vou have properly set the defaults to be compatible with
your printer. (See Appendix G for the proper appearance of printouts.)

If you have reset your defaults to stop at the end of each page, then the
computer will wait for you to insert another page of paper before proceed-
ingto the next | 14nch page. Otherwise all requested forms and schedules
for all requested filenames will be printed without pausing in the order
desired by the IRS for direct filing.

Note that you can interrupt printing at any time by pressing the space
bar or ESC key. If you press the space bar then the interruption is
temporary and you can continue by pressing again. On the other hand, if
vou press the ESC key then the printout is aborted and you are returned
to the printing menu.

Printing Form 1040

The printing of Form 1040 is accomplished in a similar manner except
thar special care must be taken in aligning the paper, especially when
official preprinted forms are used. To see the printing in action select
option #. from the printing menu (Figure 2-5). You are first asked to select
filenames for printing. You are displayed a directory similar to Figure 5-3
for the Storage Disk that is currently inserved. Again, you may generate
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printouts for all filenames or for me alone. Once you have made your
selecrion the fill-inof Form 1040 commences.

If you are using preprinted 1040 forms in your printer (rather than
using the acetate method) then youmust carefully check the alignment of
vour paper before proceeding. The software aids you in this process by
printing alignment marks and asking your approval of their position.
(Onescreen promprs guide you to the proper alignment.) If you do nor
approve then the marks are princed againafter vou realign thie paper. Yo
miay repeat this process as many times as vou want until the alignment is
satisfactory. Once you approve the alignment the form is filled in for all
the filenames you requested. The printing will proceed uninterrupted
unless you have reset the defaults to stop at the end of each page, as is
necessary for single sheet operation. In the latter case vou must carefully
realign the paper for each new sheet, as prompred by the software.

Printing Summary Letters

The third option of the printing mepu (Figuee 2-5) provides for the
printing of a summary letter and a client bill, This option produces a pro-
fessional cover letter and an invoice as illustrated in Figure 5-5. The tax
linhility is summuarized from the information found on Form 1040 for the
selected filename and a list of the specific forms and schedules prepared by
computer is provided, along with a space for the tax preparation fee. The
client’s name and address appears near the top of each letter, based on the
information at the top of Form 1040, and the preparer's name and
address appears based on the default sertings supplied for Form 1040
printouts.

The operation of this mode is similar to that for the other printing
modes. A directory of filenames on the current sorage disk is presented
{similar to Figure 5-3) and you are asked to choose to print letters for all or
just one of the filenames. After the selection is made the printing com-
mienices unril all requests have been filled.

The fourth option of the printing menu (Figure 2-5) provides for the
printing of all data for each client without pause. The order of printing is
cover letter, client hill, Form 1040 fill-n, fosimile forms and schedulés,
then supporring statements, all in [RS-preferred order.
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Getting Ready for Next Year

Getting Ready for Next Year

After April 15th you may be tempted to pack away your Tax Preparer
until next vear. However, you can save a considerable amount of time
and labor during the nest tax season if you prepare now.

The Tux Preparer by Howard Soft i= designed for year-long recordkeéeping
— not just year-end tax filing. Liberal use of the ltemizing feature with its
full editing capabilities will accomplish this recordkeeping. Then after
vou purchase the low-cost updates at the beginningof the next tax season,
the preparation of next year's forms will be accomplished with ease.

Evenif you don't usethie software throughout the year, youshould save
your Storage Disks for use as a starting point next year, Much of the
information on this year's returns will be used again next year. The dollar
amounts may change, but much of the other information and texe will
not. Thus, once you receive next year's updares you can start with much
of the information already in the compueer. You will merely use a transla-
tion program for converting old files into a new format, as described in
Appendix D.

Should you have any questions or problems with our sofrware, please
feel free to call. We hope that we can help you to prepare tax returns with
much less pain than your former methads and will do everything we can
to ensure this: Good fortune!
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Road Map for Tax Preparation

Recommended Order of Preparation

The IRS regulations are sufficiently complex that the order in which
forms and schedules are prepared is important. The software automat-
ically posts results from one form to another, but some forms cannot be
properly completed until certain other forms have been prepared first. It
is therefore safest to follow the recommended order even though it may
not be the fastest means of forms preparation.

The recommended order is most easily followed by making use of the
built-in roadmap thar is provided by Form 1040 In order to use this road-
map you must enter Form 1040 as your first form selection. Thereafter,
when you want to prepare a different form or schedule you must do so
through Form 1040 as follows. When the cursor reaches a line on Form
1040 that contains the result of the next form (or schedule)that you want
to complete, you must press [ in order to enter that form {or schedule).
You should not exit from Form 1040 with the ESC kev and select the form
directly from the 22-selection menu or else you will defeat the built-in
roadmap. The built-in roadmap remains in effect only so lang as you
enter other forms via the | key and do not exit from Form 1040 via the
ESC Ley.

As the master example consider a taxpayer who must complete nearly
every form and schedule thar the software provides. The recommended
order for this raxpayer follows:

Step | — Complete Form 1040 through line 7.

Step 2 — Complete all schedules for reporting income by itemizing
(pressing 1) at the corresponding line of Form 1040 (lines 8
through 19). For example, at line 8 press | 1o go to Schedule B
and enter interest income. Then exit Schedule B via the escape
key and you will be returned to line 8 on Form 1040. Enter
other schedules which have results posted to subsequent lines
in the same way. Note that these schedules (B, C, D, E, Fineed
not be completed in order. When the income section of Form
1040 is displayed on the screen merely press A or RTNwopo
upordown,andpress > or < ofliprothe next or previous
page of Form 1040. Now be sure all entries for lines | through 22
are complete before proceeding.

Step 3 — Complete all lines for reporting adjustments to income by
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Step 4 —

Stﬁp 5—

Step 8 —

Step 9 —

itemnizing (pressing 1) at the corresponding lines for Form 2106
or Schedule W, and entering all other amounts manually. (The
order within the “adjustments to income” section is niot
important.

If you must itemize deductions, then press | ar line 34a of Form
1040 1o enter Schedule A. When you exit Schedule A you will
be returned to Form 140 line 34a.

The software will automatically compute the tax to appear on
line 38 based on the informarion provided so far. When the tax
tables are selected for the method of tux computation the tax is
accurately computed and posted to line 38. When, however,
income averaging is selected additional data may need wo be
supplied in order for the tax o be accurately computed. For
example, income for prior years must be supplied. In order to
supply these additional data vou must select income averaging
(Schedule G) as the method and itemize (press 1) at line 38 of
Form 1040. Schedule G will then appear for your entry of the
data. After completing the form you must press ESC to return
to line 38 of Form 1040,

If you must complete one of the special forms associated with
line 39 of Form 1040 then you must do so manually now and
enter the resulting tax on line 39.

Next complete all forms for tax credits, as seen in lines 41
through 48 of Form 1040. The forms that can be reached by
itemizing the appropriate line are R & RP, 2441, 3468, and
5695, All others must be prepared manually.

Now complete all forms for reporting other taxes due, as seen in
lines 51 through 58 of Form 1040. Those available via itemizing
are SE, 4625, and 6251, All others must be completed and
posted manually.

Finally, complete the rest of Form 1040, lines 60 through 71, to
determine the net tax due or refund. [remize the last line of the
form (past line 71) to enter From 2210 for computing the
penalty for underpayment of estimated taxes.

Omne final reminder: in order ro stay under the control of the builtin
roadmap you must first enter Form 1040 and then enter all other forms
and schedules only by itemizing the appropriate lines in Form 1040 in the
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order that they appear on the form. If you exit Form 1040 via the ESC key
then enter another form or schedule directly you will no longer be guided
by the Form 1040 roadmap.

Examples of Simple Returns

The method of following the Farm 1040 roadmap is a convenient tech-
nigue for taxpayers who use only a few of the available forms and
schedules, Two common examples are illustrated here to emphasize the

point,

In the first example the taxpayer has interest and dividend income
exceeding $400 and can itemize deductions because of the large interest
payments on his home mortgage. The recommended procedure for pre-
paring his return is;

Seep | — Enter Form 1040 and complete the general information
through line 6.

Step 2 — Enter wages in line 7 then itemize line 8 to enter Schedule B.
Complete all three parts of Schedule B, itemizing (pressing 1)
limes | and 3ofthat schedule to report the interest and dividend
income as required. Then exit Schedule B by pressing ESC.
You are returned to line 8 on Form 1040, but the proper
amounts for line 9 now also appear. .

Step 3 — Now jumpto line 3aof Form 1040either by pressing > three
times to reach the page on taxes or by pressing ESC to reach the
Form 1040 menu and selecting the “tax computation™ section
from this menu, Now itemize line 34a to enter Schedule A and
select the appropriate section on Schedule A for reporting
interest expenses. After entering the interest on the appropri-
ate line you may escape from Schedule A and return o Form
1040.

Step 4 — Now complete Form 1040 to its end before escaping and
thereby storing all new data and updating the files.

In the second example the taxpayer is the sole proprietor of a business,
has capital gains income from the sale of stocks, and can itemize his
deductions. The recommended approach is:

Step | — Enter Form 1040 and complete all lines through line 11.
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Step 2 — ltemize line 12 of Form 1040 in order to enter Schedule C for
reporting business income or loss, While completing Schedule
C you may further itemize to reach the depreciation form
(Form 4562).

Step 3 — Now escape back to Form 1040 and move down to line 13.
Itemize this line to enter Schedule D for reporting capital gains
and losses. While preparing Schedule D you may also enter
Form 4797 for reporting special kinds of sales by itemizing the
appropriate line.

Step 4 — Escape back to Form 1040 and proceed to line 34a either by
escaping to the 1040 menu and selecting another section of
1040 or by repeatedly pressing > until the proper page
appears. Then itemize line 34ato enter Schedule A for claiming
itemized deductions.

Stetr 3 — After returning from Schedule A, proceed to page for “other
taxes” and press L at line 51 of Form 1040 to enter Schedule SE.
Afrer campleting thisschedule and returning to Form 1040 you
may flip to the end of Form 1040 to view the net tax due.

Shortcuts for Experienced Preparers

While the use of the builtin Form 1040 is the most foolproof methad
for tax return preparation, it is not the fastest. The repeated returning to
Form 1040 consumes a reasonable amount of time which can be avoided
if you are sufficiently familiar with tax return preparation to control the
order properly yourself. The shortcut method involves the entry of other
forms and schedules directly from the long menu of available forms rather
than through rhe itemization of lines of Form 1040,

Using the shorteut method the proper procedure is as follows:

Step | — Enter Form 1040 and complete all lines that do not involve the
built-in forms and schedules up through line 33.

Step 2 — Exit Form 1040 via the ESC key, then prepare the following
forms in the following order by selecting each form indepen-
dently from the long menu of available forms:

Schedule B
Schedule C
Form 2119

1
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Schedule D
Schedule E
Schedule F
Form 2106
Schedule W

Step 3 — Now reselect Form 1040 and complete all lines through line 39,

excluding line 34a. Then prepare the following forms in order:

Schedule A
Schedule G
Schedules R & RP
Foarm 3468

Form 2441

Form 53695
Schedule SE

Form 4625

Form 6251

Stepi 4 — Now reselect Form 1040 from the long menu and proceed to

SJ'.CP Bl

complete the form to its end. The results from forms and
schedules completed in Steps 2 and 3 should already be posted
to the appropriate lines on Form 1040, and the sums at the end
of each section should reflect all postings. You may escape 1040
with the ESC key once the form is complete.

Should you need to file Form 2210 for tax underpayment
penalties, you may select that form now. After completing and
exiting Form 2210 the forms preparation is complete.

A brief reminder: The order of forms preparation should be followed
strictly so that forms that depend on amounts from previously completed

forms are properly prepared.

Checklist of Income & Deductions and
Where to Report Them

The following tables are provided as an aid in reminding you to report
all Income and expenses. They are not intended astax or legal advice. The
entries for where ro report the listed items are the most commonly used
locations, but may not be proper for your situation. If you are not sure
about where to report an item then you should seek professional advice.
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Table A-1. Where to Report Income
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Table A-2. Where to Report Deductions
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Form-By-Form Hints

Alternative Paths to Forms & Schedules

While any form or schedule can be entered directly from the opening
menu of the preparation mode, where all built-in forms are listed, it is
often more convenient to enter the form from the form or schedule tharit
supports. These indirect paths are tabulated below as a guide w
alrernative entry paths.

Table B-1. Entry Point to Various Forms

Form. or Schodule Akl From:

Schedule & Form 1), Lice Via

Schechuls B P LW, Liver Bamrd Froren |00, Line Ba

Schachule 02 Ferrm B8, Liew- L2 sl Schesdhole S5 Line 2

Schechile 1Y Form 1080, Lisw 17

Schoshale E Frrtss 1000, Limee 15

Shechde F Fertn 1040, Line 19 anad Schisthile 5B, Lme |

Sk 7 Fors 10408, Lime ¥

Futiedule W& BT Fesrm B0, Liwr A

Schedute S5E R B0, Lime 51

Bchbiude &' P 1080, Lime 2%

Fraren 2158 Foem E0530, Line 24

o 2119 Schrecile [, Line 23 ard Schedide 1, Lime &

Fam 1110 Forme 10240, Lime 71

Frern 2441 Form 10, Line 9%

Frwe 1468 Form 1041, Line 41

Fewren 4552 Sackchile © Lire |1 aenl Selandite B, Line LB
mnid Schedle . Line 55

R #6125 TFowen 10880, Line 5§

Feria 4797 [ 10400, Linee |5 sl Sehandube £3, Line 14

ey 563 [Fewren 10W0, Lk 47

Farm HiERD Ferem MMEL Lipe 53

Special Supporting Statements

Several of the forms have lines that must be supparted by more detail,
such as by itemized lists or other schedules, These supporting details are
comstructed by pressing Lat the line in question and then completing the
form that next appears on the screen. In most cases this "form" is just a
general itemized list where a list of amounts and descriptions can be typed
and the total s then posted to the line being itemized. The general
itemizer is available for most lines where a monetary entry can be made.
In some cases, however, the form is one of the other IRS forms or sched-
ules or a special worksheet that involves special calculations for each item
in an itemized list. These special itemizing features are reviewed in the
following table.
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Table B-2. Supporting Forms for Various Lines
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———Supporting Statements & Itemized Lists
Creating Supporting Statements

Supparting statements can be created for virtually any line of any form
or schedule where a numerical entry for the line could be typed. These
statements are created by first typing the letter Lrather than a numerical
entry (where 1 means itemize). One of three types of supporting state-
mients is then started:

L. an IRS form or schedule

2. aspecial itemized I' t

3. a general itemized list
The software determines which type is started in accordance with a pre-
specified set of priorities.

First, the software looks to see if an IRS form or schedule that would
support the line at which Lis typed 12 buile into the software: If so, control
of the software is turned over to that form and no itemized list is started.
Second, the software looks to see if a special worksheet is available for the
line at which lis typed. If so, a special itemized file is started following the
formar of an IRS worksheet. If not, a general itemized file is started using a
preset general formar for remized lists. For all three types of supporting
seatements the results of the statements are properly posted to the affecred
lines when contral is returned to the line at which was typed. (In most
cases only the itemized line is affected, but in some cases other lines are

affected as well.)

Printoutsof supporting statements are made by request when facsimiles
of the forms and schedules are printed. When the supporting statement is
actually an official IRS form or schedule, the form is printed like any other
form or schedule and its printing is not affected by the printing of the form
that it supports, When the supporting statement is a special or general
iternized list, however, the statement is cross-referenced on the form thac
it supports, and the statement is printed only when the form it supports is
also printed. These statements can be submitted to the [RS with the
entire tax return or kept as a personal record for the taxpayer.

The creation and use of peneral itemized lists are described in the next
section. | he creation and special itemized lists are described in the secrion
thereafter. The creation and use of official IRS forms and schedules as sup-
porting statements, however, are not separately described because they
are no different than the operation of any other form or schedule.
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General Itemized Lists

General itemized lists are designed for lines which must be supported
by more detail bue which have no special form for reporting thar detail.
Thelists are general purpose in nature, Each item in the list is formarted as
a 30character description followed by a 10-digit number, as illustrated in
Figure 34, The lists are displayed on the screen 20 items at a time, and
stored on disk in the same way, Any number of pages of 20 items each can
be stored to support a single line on a form or schedule. The numerical
entries for all items on all pages are added, and the sum is posted o the
itemized line when the itemizer is escaped.

When an tremized list for a line is first started, a menu of pages prepared
is displayed as illustrated in Figure C-1. If no itemized list has ever been

Rermduls F—Lime ¥,
Tes Prepa=gr s Currently San)es Frisrsss - BrErslper

@  wunporiinn pages &Fe nom akeced for
Bopportang Bhateens GIGCIS. ElMeS T30

Whien dm you efmose™ 1 = mEw sagsd

TAX FRAEFARES By Hiowss d56d L ESC=Cacais £o prior asew,, . WfesEntry 08

Figure C-1. Menu of Pages Prepared

buile in the past, no pages have been prepared. Therefore when you
choose to-go on you choaose page | and a blank screen of 20 items is dis-
plaved. The carsor first rests on the numerical entey for the fiese line, and
moves to the texe enery for thie firse line, then the numerical entry forthe
second line, the text entry for the second line, etc., as the RTN key is
repeatedly hit in approval of the current entries. As entries are typed and
approved the keyboard behaves much like it does when data are supplied
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for IRS forms. The same kevboard editing features (using ctrl- and cirl-1))
are available and the cursor is moved up and down the page with the A
and RTN keys. The only obvious difference is the ability to change the

descriptions of the items.

Once a page is filled you can add more items to the list by asking for
another page by pressing the >  key, The currently displayed page is
stored on thedisk then a new hlank page is displayed on the screen. After
filling that page you can keep adding pages until 50 pages of 20items each
have been stored. Thereafter the only way to add more data is w delete
existing data from the list, Specific entries can be deletéd by retyping the
entries as blanks. An entire page can be deleted by pressing corl-R while
the page appears on the screen. A page can be moved to o different posi-
tion in the sequence of pages by pressing ctrl-M then typing the new
page number when asked o do so.

Any time a page i& being displayed you can either advance to the next
page (via > ), or éscape to a menu of pages prepared {via ESC). Any of
these actions cause the data an the current <reen to be stored an disk
before anather screen is displayed.

When vou want to add o new page you muse request from the menu
of pages prepared a page number that i one higher than the number of
pages available. Once the blank page appears on the screen and you
supply all data wo Al the page, you may move the page to a position
anywhere in the sequence of pages by invoking the crl-M key as
described before. Merely enter the new page number when requested
and all other pages will be moved to adjust.

Special [temized Lists

Special iemized lists are customized for the lines thar they supporr,
Rarher than just one number and one description per item, these lists are
generally comprised of several entries per item, often involving calculared
amounts. For example, the spectal itemized lises for reparting capital gains
are comprised of worksheets of the form illusrrated in Figure C-2, This
warksheer is used for special itermized files thot are created for lines 1f, 1g,
9, and % of Schedule 1 as cited in Table B-2. A similar worksheet exises

for Form 4797, The worksheet is repeated for each new item (such as
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Figure C-2. Gain/Loss Worksheet

stock, bond, real estate, or other property), Each item consumes an entire
page, but any number of items can be handled. The sums of selected
entries for all items are posted to appropriate lines on the form being
itemized.

The additional removal and moving of pages is similar to the same
operations for general itemized lists, The lists are accessed through a
menu of pages prepared. Pages are added by choosing to view a page
number one beyond the number of pages prepared. Pages are removed by
first selecting them for viewing then pressing ctrl-R to remove the page
that is displayed. Pages are moved by pressing etrl-M while the page to be
moved Is displayed and entering the new page number when asked todo
sa, Pages are flipped viathe > and < key asusual, and data are read
from and stored to disk upon each flip of the page. The cursor ismoved up
and down the page via the A and RTN keys, and character insertion
{ctrl-1) and deletion (ctrl-D) are provided.
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Printouts of Itemized Lists as
Supporting Statements

The special and general iternized lists can be printed for filing with the
IRS. The printing format, however, depends on the type of list. General
itemized lists are printed in a column like most standard IRS forms,
Special itemized lists, however, are usually printed in a multi-column
format for compact printing.

The printed lists are referenced on the forms themselves. For example,
when an IRS scheduleis printed with the phrase “see statement 030040"
it means that copy | of Schedule A is itemized at line 40. Note that line
numbers are unique to the software and do not correspond precisely with
actual IRS line numbers. However, the top of the itemized list also
contains this reference number. (The first two digits are the form or
schedule number, following the numbering convention seen in Figure
2-4, The third digit is the copy number minus ane; this numzer is zero
unless multiple copies of a form have been prepared. The last three digits
identify the line number on the selected form, using a numbering conven-
tion that is unique to the software.)
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Storage Disk File Management

Handling Storage Disks

The tax data that you supply to this software and the data created inits
use must be stored on one or more Storage Disks. The care of these disks s
provided by the fifth mode on the main menu: “Manage Storage Disk
Files,” This file manager cares for your disks from creation to retirement.
You may find thar you can save yourself time in the future by taking the
time now to understand all capabilities of the file manager. Before deserib-
ing those capahitiries acouple of hints on using storage disks are given.

It is best not w attempr to totally fill a storage disk with returns for
numerous taxpayers because you may run dut of space in the middle of a
taxpayer's refurns. Tax professionals have found that they can typically
store data for a dozen or more clients. We recommend fewer clients, how-
ever, il there s some question of space remaining on the disks. (Should
you nevertheless run our of space while preparing a return, you may
switch to a new disk and recopy selected old files to the new disk and
recopy selected old files to the new disk using the file manager.)

Many professionals find it most convenient fo store data on only ane
client per disk, The disk can therefore be filed with that client’s other
records under his own name. Moreover, when returns are prepared for
thar client in the next season, the old data are already available as a start-
inig point. Thedata for each successive year can then be stored on the disk
for thiat client. Thus, while it may seem costly at first (35 per client)to store
only one chient per disk, the disk will be well used in successive vearsifyou
have a regular clientele.

Functions of the File Manager

The eight functions of rhe file manager are:
1) Start and name a new file
2) Clean out an old file
3) Change name of an old file
4) Display names/filing data
3) Printout names/filing data
6) Duplicate selected files
7} Create a new storage dizk
8) Translate prior-year files

D-1




HowardSoft

Typical situations where you would use these functions are as follows:

1) Before you can use a blank disk as a Storage Disk for the Tax Preparer
you must format or initialize the disk and place a tax directory on the disk.
The procedure is described in Chapter 4 and uses functions 7and | of the
file manager.

2} If you have already stored data using the prior-year edition of the
software then you must translate the files into the current year format
by using funcrion 8 of the file manager. You must either already have
available a disk prepared as above or else you must put a new directory
on the prior-year disk ustng function 1 of the file manager. Then you
are ready to translate files.

3} When you want to compare a number of tax alternatives without
destroying old files, as in tax planning applications, you will want to
duplicate files for the taxpayer to be studied using function 6 of the file
manager.

41 you just can't remember what forms have already been prepared
for a client, you can quickly review the contents of the disk with
function 4 of the file manager. The forms and schedules prepared are
displayed on the screen for the selected filenames.

3) In order to keep track of all files when you have several disks of tax
data, you should generate printouts of the directory. These printouts
list the volume number, the filenames reserved (taxpayers), and the
forms and schedules already prepared for each.

6) After extensive use of the software you may find thar some old files
are no longer needed and you want to erase these portions of the disk
in order to make room for a new raxpayer or a different ser of forms.
Function 2 of the file manager provides this housecleaning function.

71 You may also find that you want to change the filename used to
identify one taxpayer's set of returns. For example, you may want to
include a date with the name and update thar date when you prepare a
new return for thar client. Thieis easy to do with function 2 of the file
manager.
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Special Caution

Theaperation of the file manager involves a combination of menus and
prompts. All attempes have been made to make it self-prompting so chat
‘\l.'fHIEn IMSITUCTIONS Are DO NeOessary. ‘]'L}Ll %DLIJL! dc“lhlu‘chl'_'ck YGUT
steps whenever you use the file manager, however, because several of its
functions involve alterarions wi the Storage Disk which may not be
reversable, Take special care when using funcrions 2, 7, and 8 because
valuable data can be erased by not following the on-screen instructions
carefully. In general, however, you will find that the file manager gives
great deal of added fAexibility to tax professionals who have numerous
clients.
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“Program Control ThroughKeyboard & Defaults

Keyboard Functions

Several keys on the keyhoard have aspecial meaning to the software, as
described below. A numeric keypad can often be used for entering num-
erical data, but it must be properly connected (such as by pressing NUM-
LOCK on IBM-PC computers). Special editing keys that are available for
programmers, however, are disconnected from this software. In their
place selected editing commands are provided as listed in Table E-1.

Default Settings

The software has been delivered with setrings that are proper for the
most widelysold hardware configurations. If you, however, have added
capabilities like a second disk drive or a second printer, then you should
change the settings to reflect your configuration. In addition if there i
anything custom about your printer or the 1040 forms that you are using
you may have to change the settings. Professional preparers should also
enter their name, address, and LD. number here and should tell the
computer if they want to use the manual oversride or multiple forms
features, See Table E-2 for definitions of default entries.

In order to change any of the settings you must enter mode #5 from the
main menu: "Change Default Sertings." The menu for this mode should
soon appear as wasillustrared in Figure 2-7. Next select the class of specifi-
cations that you want to change and the data entry screen for that class
will appear as was illustrated in Figure 2-8. The purpose of all defaule
settings are detailed in the following table. Afrer the changes in any
entries have been made you can exit by pressing ESC to return to the
menu in Figure 2-7 and then ESC again to return to the main menu of
Figure 2-2. After the second press of the ESC the new settings-are stored
on the Program Disk.
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Table E-2. Definitions of Default Specifications
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Computer Messages

Error Messages

The software is designed for ease of use by the computer novice. When
an error in operating procedure is made the computer will describe the
problem to you by means of brief error messages. You will then be
allowed to take the proper corrective action.

The most commaon errors are related to inserting the wrong disk in the
disk drive. In most cases it is sufficient to merely reinsert the proper disk
and try again. The list in Table F-1, which follows, gives the error
messages and the corrective actions that are available for each error.

In recovering from an error you typically have three options:

1. fix the error and retry

2. ignore the error and skip ahead

3. escape the current mode altogether
The table rells you how to fix the error so that you can retry. You should
take the indicated corrective action then answer Y to the question.

Want to retry (Y) or skip ahead (N)?

If you want to proceetd with your next step i spite of the error,
recognizing that the data that you later view may be erroneous, you
should answer N to the same question. Should you wanrt to abarr the
current operation, however, and return to a prior menu you should
press the ESC key and then select a different mode when the prior
Menu appears.

Program Messages
Flashing miessages are periodically displayed near the bottom of the

screen to inform youof the current actions of the computer. Themessapes
and their meanings are listed in Table F-2, which fallows.
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Sample Printouts

Reminder of IRS Requirements

The Tax Preparer by HowardSoft is designed to produce compurer
printouts of returns that are accepted by the IRS for filing. We have fol-
lowed the guidelines of IRS Revenue Procedure 824 in producing the
printouts in order to avert the need for special approval of the printouts.
There is no guarantee, however, that the forms will always be accepted by
all IRS agenrs. You should therefore check the latest requirements your-
self before filing.

Remember that Form 1040 must be submitted on the official pre-
printed [RS forms. Make sure that the computer has filled in the praper
spaces before submitting the computer-prepared forms. (See Chapter 5
for sources for pin-fed 1040 paper or acetare overlays.)

All other forms and schedules may be submitted in facsimile form as
produced by this software. However, the forms must be printed on lined
o green-bar paper cur to a standard 812" x 11" size. The forms, schedules,
and supporting statements are printed in the order preferred by the IRS
when you ask to print all forms and schedules for a selected filename.

For further details on printouts, please review Chapter 5 of this
manual.

Example of Printouts for Sample Returns

A complete set of printouts has been generated for the sample that is
reviewed in Chaprer 3 of the manual. This sample includes Schedules A
and B as well as form 1040. Reduced photocopies of the printouts are
reproduced in the following pages. Included are a computer-prepared
official Form 1040, computergenerated facsimiles for Schedules Aand B,
and supporting statements for all forms printed, In addidon a summary
cover letter and client billing are illustrated.

These printouts were produced using the factory-preset default settings
with an Epson MX-80 printer. [ vour printouts do not look like the ones
illustrated here then you may have to change the default settings to work
well with your printer. Please reread Chaprer 5 of the manual if you have
any questions,
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Figure G-1. Printout of Form 1040, Page 1




Sample Printouts

i
i
i
:

g

frmans bas Fan 0 [admaind gradd swaeie)

P e B ewreee Jabiule §(Vern | bl i i ey Soer Lol 4 b 0
Cbaiess 1 gy buingh pdsasiaiad (eysiavm gl me be slernpd gy 8 dejmreiesl o g
T e e L e T
-ll-m-t—bun-n-

& e e
LR ] ||-|-ll.|..ll! ER LT LR

1Y iy i el e g e w06 g | Then b (e e e
gt Wl yrarr phedile mee ey N

Mubtn bew My EE, =T e stwhen fmm e T

Bl I 0080 By Ten 16l sl @ suompsers paeed pe Teen G0 e i
Tassbly (rwdrree Bulirind S 0§ Do e I8

Tan Eries Sai fbed @si] iTemil Ihﬂm Tow Taiia ] Ve St Sntion 0, ov £
] e ’

At ] T, (S pags 339 mitrwetie | Irm-hnu-u--.ﬂllml.:”-muﬂ}
| | Fumey AWED |:|r4.-|- [LETR Hl_ﬂu!lﬂl

sl Wi eed 30 el AN f i P31
Crasif fur fes winsry (Afieer Coosries AEAT
Farmige tme o CERAD Feen 0108)
bS] Gl (aNEGE TRaT SRS

Pampl sndn bar e e s -y
Erish] tat shikd il Lot Tl
Ield_pteit] datiaa Ve BERd]
Henremicd sregy cobs (RHEA Fecsl BN
luu-r:mlu—-thnnp

LWH"WHHHMMHMM A 231

FE

P —
.

giE

.73}

=l

]

i

1

t
i

:i:|

et ampirpran fas Jatiecs Biswdiie B
Missmum fus Cetiech Peies RPN

gl e e Eriary P 6391y

T Froww aapdies BF qsaaissie) yrsal] [umsi Tarm APEE)

zepefeleesaaraces) 8 wess §

:
:
:
i
i
i
% :
|
i
¥
ru:hpun::

F,F1L

i rye
i
|
:
E
!

N b T paysain b st I b [N b

B Bt (mesies pean || Ge B0 w pede F1ILOGN, sas
page 15 o frmprmtises x

B Amipir e b Taie L

B L I g MRS las wettieEs) (Tee o maee peplep |

L R e ]

232

] ||mﬂnm|l|hu|ul¥.mﬁ—nm

8 dermurd 2l bie B8 0 b RTFURNGED O You

TR et ol b 0 e i e | b T

TL N imn g e e 6 s AMOEATT UG DINE. Bt 1Rk w0 w1 B et
i v S Beramt WM e el ety nander el THT b NS e B | L

| A e (0 Ferm 1A ETIH) @ aviaikes bai g 18 v bt ) B

T L e R C e e Ly T T T

£

[==p

b e bos e e
HWM_

i
i

e = wiil_Fo Mcrouttamt, C.0. 0. ! iﬁﬁ&:
o v T, % -

Figure G-2. Printout of Form 1040, Page 2

G-3




HowardSoft

Gehsdul® & Iimsd s Dadiectione sz & o7
iForm | 0407 OHE Fa. 1B4S-0G0T4
Jobnathon B, L Harilyn A. Sssple HEM |3T-AT-9ETE

EpidaddnsadidsnndnenaeiaRdanenRdi Rk aRddn iR RR TR RR IR TR R

l: Hedigines an droge....

I W ef e ¥1 of Farm lﬁh’.‘l.“ . Db
1. Limnm | loem Iine Fiocusiianas

4. Total ifnsurnce pramives pd...

8. DOitkhar ssd/gdemis]l sspenaes=...icoaaai

Ha. Doctora.,den LT ST T ST T

Bi: Transportalion.ciicciasasinia

Be. Diher litemizsdl...icociisaann

b Bus of limss 1 through Se..

7. T of line 3 of Farn 1040... 107718

B. Lire & less line T...
¥, Hal# o Ih 419150 or
I8 Lawrger af Jine & o @

1Ta,Deneral sales t@r...c0cuaea
1. Gerr sales on sotor vehicie..
id, Other taces fikemizedl, .
i5. Bum of lihes 10 thru id..
] wnil IATEREST EvFENEE saa
iha,.one srige pd to dinskit'ne..
b Hone morigege pd L0 INEl ¥ ciiesnnsnsnrrrmsnssssnssmanesa Ll
. the indiv's nass & saddress

§7: Crmdit carde & Chargs SELB o s sons sesssessnsee s oo ssesvabis
18: OwFer int ssprs O tesiowdl.
i9:; Bum of lines Iba thed L5
L] L] ¥ CONTRIBUTIOWNE Ililti
20w Camh lurder 93000 to seEhl.ccass
0. Caah {83000 or more 20 OR®)sssa s
2, DEher thah camh, sssospasas
22, Carryover from prior yearses.
I Bum of lines 208 thri 22..
WCASUALTY/THEFT /M BC DEDWS sndiw dEVRERS
24, Tetal loas drom Fors S608, .. ...
I%a,Unlan & profsswicns] duss
28k, Tan rebtufn preperatlon fem. s risasinnnna
24, Dther deduckions (AEemEZelieiieinssins
27. Bun of lines 24 Ehrough Bde.s .
win BUSPARY - L TER] TED DEDHE seseianid
a8, Bum lines 19,159,109, 3% & 37 ..

" Lot
FRFNERAEAARRARREREE
s vasmrysdie 10, %30,
sssaassadPe 3, 400,
T R R e S e - -

Figure G-3. Printout of Schedule A




Sample Printouts

Behmduile B latwrant ane Huoidane |hoise
IWiars | 4] O8E Wo.
dapawthnn §. L Maridve M. Saanle

L e R e R e ]
Ui PARE 1= INTEHESY |[NCOME TR TR RE RNy

1y Irgm Jea aElls—FiA. HFEO® . cissssmaissams
2: Dhhed EALRFELL | RO oo o« B BRARL
T pas Bf LinEE L &M Seiisssiimemiinimns
B, IrLrERL Fem &l -dven oeid, A
= Baifi & @Musl B lihe & . -
by St @0 O H S.E. AL s e s s mnae
Fo Lifim 8 [ema, LIPE S..eiissmpinidnanimnns

. Sum o Linee T oaed ¥
b PART DI=DIVIDEMD IMCOME
¥: ‘Drosa divigehds b EmE aril.
9. Baim BF asoiinte  on iinm 9,
. Tapitsl nays dietrioutison,
. Meh—tanable CIebPIDAUELIONE ..
17. Esciur of ‘cusl reihve give
L. Bus of lines Ll. I3 #nd 13,
1% Linm 10 leaw linm L4,
L] PRRET 111-FOAETGN ACCTH
Durang tee ¥r dud woal Wave |atsr ¥

' aves pankcascuritien/dinel acoount ip B fgFeion  Eountrs? b
I7. Warm wou omanior/troederoe LW bal §F B0 ey foeeigh Froisi© LS

Figure G-4. Printout of Schedule B

G-5




HowardSoft

Buapareng Biatenents o Nchspule D= rbarest DL
1Fiarm- 1080
Jab
L]
Bipperting Bka

man A, b FMari]en M, Sample
WRARRENE

Epturity Fa
Eer Diwsan
Grast wgstern Sawinos & Lomf....
Bank ol Aneeic
Calitornis Fed
Duidets Bavinas B
Bank of LHE BN isemiians

saaMEnE | =

BN | T3=aF-0aTE

LELRR RN R R RN RN RN NN R RS
HEfimi arriereat

inccime,
20,
=l
30,
-1
20.
(18
2.

rael ==

G-6

Figure G-5. Supporting Statement for Schedule B




Sample Printouts

Dawig P icoountent, L h;
1234 Tan Mowsd
Whylown, Oh 5882

dghnathian A« & Marllyf M. Bamils
M2 [maginary Roac
Arviown, CA T9a50

Flemmr dind enclosss your 1983 Individuasl [ncome Tas Returom.
The Feosral feturn (Fore (040) shows rour tes Liskdlities am

Totel Lencsssavidesvasnnsany B 3 T 00

L] Fy 2. i
fmgunt Owerpaid, L ] (18]
fmount Underpa L] L7, 00
Fanalbyssansssnssaanninmsans B [y e =]
TOTAL YOU CME: s ssvsssssanian W EFF. 00

fou flend mpoume &8Ff marrisd arid Feling joinmblvl  eust sign asd
date Form 1040, Ethen aseil ons coow ©f Lhe GBIGNER Fors 1040,
slong with mll other forss and schedulss snelosed, direct to
the Internal MAevenos Beryicw on o bedtors &oril 15 EFES.

Br sire to encloss & checi for the TOTAL YDU OWE nobed shove.
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Figure G-6. Cover Letter to Client
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David F. Accowstant,; C.F.8.
1534 Tan Wosd
Brytomn, G $halld

Jonnathon A & PAarglyn W Daegle
ES23 Imaginary Aoag
Rptown, CA Y9650

Frofsesional wervices rendered include the arepsretion of the
folliowing forme dor yoor 1WY [ndivideal [ncooe Tan Aetarnes
1Y Form 1040 iMain Formi
11y Bchd & Cltmmi gwd Degusn
111 Bochd B iimierent & Divei

Tas Praparation Fes dor fthese services ie @ T

Bincmrely,

Dawid F. Accountent, .0 6.

Figure G-7. Client Billing Letter







Ask about other quality software

by HowardSoft:

TAX PREPARER
REAL ESTATE ANALYZER
CREATIVE FINANCING

“d 'y
YD)

Howard Software Services
or the SERIOUS Personal Computer User




