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Copyright 1990 2008Saxon Tax Software, Inc.
All Rights Reserved

No part of this document may be copied or reproduced in any form or by any means without the
prior written conent ofSaxon Tax Software, Inc

Saxon Tax Software, Inc.makes no warranties with respect to this documentation and disclaims
any implied warranty of merchantability or fitness for any particular purpose. Information in this
document is subject to changsithout notice Saxon Tax Software, Inc.assumes no
responsibility for any errors that may appear in this document.

COPY PROTECTION AND COPYRIGHT

The Tangible Tax, Florida Corporate Income Tax, Payroll Tax Program, 1120, 1120S, 1065, 1041,
1040, 990,and Depreciation Programs, available only fré&axon Tax Software, Inc.,are not
copy-protected. This does not mean that you can make unlimited copies of them. These programs
are protected by the copyright laws that pertain to computer software. lgel ilte make copies

of the contents of these programs, except for your own backup, without written permission from
Saxon Tax Software, Inc Specifically, it is not legal to give a copy to another person.

PROFESSIONAL RESPONSIBILITY

The user is solelyesponsible for the accuracy of all tax returns and reports produced by the
Tangible Tax Program, Florida Corporate Income Tax Program, Payroll Tax Program, 1120,
1120S, 1065, 1041, 1040, 99MdDepreciationPrograms. Using the program(s) does not relieve
the user of any legal or professional obligations regarding the preparation or review of any tax
returns of other financial reports.

Programs originally conceived, designed, and written by Warren H. Saxon.

IBM is a registered trademark of
InternationdBusiness Machines Corporation.



Saxon Tax Software, Inc. Software License Agreement

This document is a legal agreement between you, the licensee, and Saxon Tax Software, Inc. (SAXTAX). By using this program,
you agree to become bound by the term&iefagreement. If you do not agree to the terms of this agreement, promptly return all
software and any other items that are part of this product with your proof of purchase, to SAXTAX and any monies yoitspaid for
purchase will be refunded.

License:In consideration of payment of the license fee, which is included in the purchase price, SAXTAX grants you a non
exclusive, nortransferable right, without the right to sublicense, to use this copy of SAXTAX software in a single business
location. The softwar covered by this license includes and is limited to all SAXTAX Programs, all user manuals, and other written
materials provided to you by SAXTAX in connection the program(s), and all enhancements, modifications, and updates to the
program(s), manuals, amther written materials as may subsequently be provided to you by SAXTAX. SAXTAX reserves all
rights not expressly granted, and retains title and ownership of the software, including all subsequent copies in any media.

Permitted Uses:This software andaompanying written materials is copyrighted. You may use the software on any number of
computers at a single location. If you wish to use the software at more than one location, you must obtaliocatiulficense

for each location. You may copy theftware for backup purposes only. All other copying of the software or written materials is
expressly prohibited.

Limited Warranty: If you are not completely satisfied with the software, you may return it to SAXTAX within 30 days from the
date of receiptor a complete refund. THE FOREGOING WARRANTY IS THE ONLY WARRANTY MADE WITH RESPECT
TO THE USE AND PERFORMANCE OF THE SOFTWARE AND ISIAMITED WARRANTY . SAXTAX EXPRESSLY
DISCLAIMS ANY AND ALL OTHER WARRANTIES, EXPRESS OR IMPLIEPINCLUDING BUT NOT LIMIT ED TO
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE . SAXTAX

DOES NOT WARRANT THAT THE SOFTWARE WILL OPERATE OR FUNCTION PROPERLY ON YOUR PARTICULAR
COMPUTER, THAT THE OPERATION OF THE SOFTWARE WILL BE UNINTERRUPTED OR ERROR ERER THAT

THE SOFTWARE WILL CONFORM TO ITS PERFORMANCE SPECIFICATIONS. SAXTAX MAKES NO
REPRESENTATIONS OR WARRANTIES AS TO DATES OF DELIVERY. SHOULD THE SOFTWARE PROVE
DEFECTIVE, YOU SHALL ASSUME THE ENTIRE COST OF ALL NECESSARY SERVICE, REPAIR AND CORREIN.

You understand and agree that you are solely responsible for: (1) defects arising from actEefset personnel, your
computer hardware, misuse, theft, vandalism, fire, water, acts of God or other peril; (2) the installation, use, avlitagsdts
from the software; and (3) the content, calculations and accuracy of all reports and tax returns prepared in wholbyr in part
using the software. You understand and agree that using the software does not relieve you of any professionbligatiegal
concerning the preparation or review of financial reports or tax returns.

Limitation of Remedies:SAXTAX6S LI ABILITY FOR ANY REASON AND UPON ANY CAUSE OF
WHATSOEVER AND YOUR EXCLUSIVE REMEDY SHALL BE LIMITED TO, in the absence of atmit, abuse or

misapplication, the return of payment to you of the purchase price of the program(s) or the replacement of any CD,hen which t

software is distributed, that is not free from defects in materials and workmanship under normal use aridrsepéciod of 90

days from date of purchase. IN NO EVENT SHALL SAXTAX BE LIABLE TO YOU OR ANY THIRD PARTY, INCLUDING

BUT NOT LIMITED TO USERS, FOR ANY DIRECT, CONSEQUENTIAL, SPECIAL, PUNITIVE OR INCIDENTAL

DAMAGES INCLUDING, BUT NOT LIMITED TO, LOST PROHS OR OTHER ECONOMIC LOSS (WHETHER ARISING

FROM BREACH OF CONTRACT, TORT, STRICT LIABILITY OR OTHERWISE) ARISING OUT OF THE USE OR

INABILITY TO USE SUCH SOFTWARE EVEN IF SAXTAX HAS BEEN APPRISED OF THE LIKELIHOOD OF SUCH

DAMAGES OCCURRING.
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INTRODUCTION
INTRODUCTION

Welcome to SAXTAX

SAXTAX programs provide easy data entry, screens which closely resemble the actual
tax forms, yeato-year client information trasfer, customized transmittal letters and

client bills, customized footnotes, -@areen review of returns, a pap calculator, the
"tickler" due date monitor, and clear Program Help screens. And, of course, we provide
unlimited tolHree technical suppart

How to UseThis Manual

This manual explains how to install and start your SAXTAX Programs. It also shows you
how to start the SAXTAXProgram Manager and the tax return programs and explains
the various menu items. Frequently Asked Questions and TekHieigainformation are
provided for additional assistance. Important notes are highlighted in shaded boxes.
Please read these carefully.

Names for buttons, programs, screens, dialogue boxes, tools, menus, keyboard keys, files,
directories, and crogferences are provided lold throughout this manual.

For Technical Assistance, call SAXTAX at (800) 678789
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INSTALLING YOUR SAXTAX PROGRAM

INSTALLING YOUR SAXT AX PROGRAM

What You Need

The following are the minimum requirements to run your SAXTAX program:
1 IBM or compatible PC with 486 or greater processor

1 16 MB of RAM

Note: Program performance is greatly enhanced when using a Pentium level pro
and at least 64 MB of RAM.

1 Windows 98 /2000 / XP / NT
9 Hard Drive space requirements depend upompthgrams installed.

9 To print forms suitable for filing, a HewleRackard or fully compatible laser
printer is required.

Note: A HewlettPackard Laser 4+ or newer printer is recommended.

Installing from a CD
1. Insert the CD into the CD drive. Setup shlibrun automatically

Note: If the CD does not run automatically, click on\Wiedows Start Menu and
selectRun. Type the CD Drive letter followed bySetup. (For example, type
E:\Setupif your CD Drive iSE.) Then pres®K.

2. Follow the on screen pmpts. When you are asked to enter a product code, enter
the code you have been provided. Setup will install program files to the
C:A\FLINT directory. Use the Browse button to change the default.

3. After the program files are copied to your system andliasion is complete,
you will be returned to your Windows desktop.



INSTALLING YOUR SAXTAX PROGRAM
Installing to the Proper Directory

The\FLINT directory is the default installation directory for SAXTAX programs. You
can install to another directory, but the following should be censti

Note: Your client data files will always be located under the FLINT directory.

Drive Mapping T If you prefer to install the program files in a directory other
thanFLINT :

1 The SAXTAX program will create a FLINT directory to store client data
files. This must be a root directory on any drive.

1 When installing the program files in a different directd¥indows drive
mapping may be used. For example, to install taCth&pps directory,
map this as thel: drive. Then install SAXTAX to thél:\FLINT
directory. The installation program will create tR&INT directory.

Setup Datai If you install the program to the same folder or directory as last
yeard6s program, your setup data wil/ be
initial installation, yowwill have to enter setup data on the following screens:

T Preparerdés (Firm) I nformation
1 Client Bill Defaults

1 Network User Information (for users with Network Module only)
9 Client Transmittal Letter Defaults

For Technical Assistance, call SAXTAX at800) 6781789
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INSTALLING YOUR SAXTAX PROGRAM

Installing on a Network

Your SAXTAX programs will operate with most computer network systems using a file
server environment, including Novell and Microsoft.

Note: Because of the complexity of networks, 8#eXTAX Program Manager with
Network Module is strongly recommended for using the programs in a networkec
environment.

Program Manager with Network Module is an optional program that makes it easier to
use SAXTAX programs in a network environment. The program acts like a librarian,
automatically checking client files in and out to different users. The program also allows
different users to customize their own default settings for preparer (firm) information,
transmittal letters and client bills.

Note: Program Manager with Network Module ensures that only one person at a
ti me works on a clientébés returns, w h
Installation of the programs on individual workstations while using the file server
client data storage will not protect theegrity of your client files.

Network Installation - You can install from a workstation or from the server itsBi.

sure that all workstations have identical drive mapping to the sdfwgru have any

concerns regarding the mapping, please cogsult network administrator or have the

administrator call us.

Program shortcuts and uninstall support will be created on the installation computer. On

each additional workstation, creat®VéindowsDe s kt op shortcut HApointingo

SAXTAXO08.EXE on the server. Refer tBtarting the Program Manageron page 6 for
more information.

For Technical Assistance, call SAXTAX at (800) 678789
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STARTING YOUR SAXTAX PROGRAM

STARTING YOUR SAXTAX PROGRAM

Starting the Program Manager

TheProgram Manager Installation Setupwill automatically create two shortcuts in the
SAXTAX Folder underStart, Programs.

1 TheSAXTAX 2008 Shortcut will run your SAXTAX program.

9 The shortcuts under tiRrogram Help folder will access the program help
without actually running the program.

The Proggam Manager Installation Setupwill alsocreate aVindows Desktop
shortcut to run the program. Perform the following steps for any computer or
workstation if you need to create a desktop shortcut.

1. Using your mouse, point to a blank spot on your desktdgight click.

2. From the dropdown list, seleldiew, thenShortcut

3. In the command line box, ent8BAXTAXO08.EXE and its path. For example,

C:\FLINT \SAXTAX08.EXE. Click Nextto continue.
4. Enter the name of the shortcut (exam@aXTAX 2008).
5. Click Finish. The shortcut should now be on the desktop.

To run SAXTAX, click the SAXTAX desktop shortcut or, click tiBAXTAX 2008
shortcut (undeBtart, Programs, SAXTAX). At the introduction screen, press any key
or click to continue. Th@rogram Manager Screerwill appear. If this is the first time
you are running the program after installation,Rnegram Year should be set t6 &
Also, when you usrogram Manager for the first time, you will see an introductory
screen to help guide you through the initial sestgps. You will only see this
introductory screen during the initial setup.

Note: Program Manager with Network Module users must enter their user ID (or
they can use the drop down tMGR®hAeess
SAXTAX network management functions.




STARTING YOUR SAXTAX PROGRAM

Using Program Help

Program Help

Program Help is provided for each of the SAXTAX programs, including the Program

Manager. Use the F1 key to access Program Help for any screen from anywhere in the
program. Program Helpcanalsoliec@ae s sed from each programbs
pressing the Help button found on many screens.

Help for each program contains an Overview section and a Menu ltems section.

Use the overview section to get a general understanding of how the program works. This
is especially helpful for new users of the program, or for previous users starting a new
year.

From the main screen of each SAXTAX program
Welcome
{ZI IJsing the Program Manager

) Tipsand Techniques [ | Select Contents and cli@verview to expand the
@ Menu ltems topics.

Click theHelp Menu

@ Uvernew Other more detailed help is arged byMenu Item. You can get
help for all the menu items by opening tMenu Items book in

D 5 Contents or by going to any of the menu items in the program
] Setup i

B ais pressing thé-1 key.

A view
@ Tans
[7] Help

Field and Forms Instructions Help

!SJ"J- | You can easily access field help an@&IRorms Instructions (for federal

o, O . .

s returns) and DOR Instructions (for state returns) from any field. Move
. your mouse pointer to any tax return input field. Click the right mous
Qaf button and seleddielp for SAXTAX program help, ofnstructions for

R Forms Instuctions.

Inst oo

He l



USING THE PROGRAM MANAGER

USING THE PROGRAM MA NAGER

Understanding the Program Manager

The Program Manager

% SAXTAX Program Manager

Fle Setup Activity Wew Tools Help

MwBRBABB

Drive: |F: & Folder: CLIOS

SAXTAY |fnd
Program Cliert Name: Type  Number
Manager Begging for Dollars Charity E a7
Just Two Buddies Holdings
Show: Large & Swall Corp.

W Carparations
M S-Corporations
W Partrerships
Fiduciaries

M Individuals

Exempt
Organizations

| Program vear znnsﬁ

Frepare Return

Edit Client Data

Add New Client

I
Ron I Pierce, Estate F 46
Snail Mail Courier Service E

Delete Client

Client
Management

Batch Print

7 Listed Clients
7 Total Clients

Client Information Responsibility- Primary:
One Thousand 99 Employees Payroll Fy:12 Tandible
941 Federal Place, Apt. W2 Due Date
efilef@sadax com Last Updated
Phone: (940)940-9400 EIM: Last Printed.

Secondary.
Federal F1120

Screen is
Use the Program Manager to set up all activities concerning clients and program utilities.

Program Manager screen

t he AHoOmMe

From this screen you can:

9 View Client List in a specific drive,
directory and program year.

9 ShowClient List by Entity .

9 SortClient List by Client Name,
Type or Number.

9 UseFind to locate any client

fsee

9l UseTools, Menus,andbuttons to

access alProgram Manager
functions

9 See the current User Iletwork
M odule only)

Aguick viewo

9 AccessNetwork Management
functions Network Module only)

Note: After setting up client information, a tax return is prepared by selecting one
client, then clicking the prepare return button. You may also select a tax return k£
pressing the tool bar buttons right underneath the program menus.

TheProgram Manager Sreenprovides lots of information. With a quick glance you

can see:

1 The activedrive and directory for client data files

1 The active Program Year
1 Alist of clients in the active directory

o Sort the list by client Name, Type or Number
0 UseFind to quickly locate any client in the list
1 Demographic information for the currently seb=t client

Baseo



USING THE PROGRAM MANAGER

From the Program Manager Screen you have access to:

1 Client Permanent File ScreenClient demographics)
Tickler Due Date Monitor
Client Data Transfer
Client Organizer activities for Tangible and 1040 clients
Client Transmittal Letter default tup
Client Billing default amounts and options
Client File Manangement
Preparerds Firm I nformation
Tools includingRebuild Client Directory andCalculator
Tax Return Preparation for the selected client
Batch Printing of returns and extensions

= =4 =4 =4 -8 -8 -8 - -8

Use the pdldown menus at the top of the screen to access all program functions. The
more frequently used functions hav&a@olbar button orPushbutton for fast access.
Refer to theonline helpfor assistance and tips concerning the use of your SAXTAX
programs.Presd-1 for help on a specific screen.

Note: The SAXTAX installation program creates &L108 directory on your system
to store youClient Data Files. You can create additional client data directories/
folders on the selected drive by typing the new eamo the directory box and
pressingenter.

For Technical Assistance, call SAXTAX at (800) 678789
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USING THE PROGRAM MANAGER

Network Module Users

Accessing the Network Users Screen

When you run the SAXTAX Program with the optional Network Manager Module, you

wilbe prompted to MGROeln deantsdéi esamou @s the fANet
and allows you to go through the initial sgt to establish user names and default settings

for all users.

You must MSR maccasathiletwosk Users ScreenThenselectNetwork
Managementfrom theFile Menu.

= gtk Lhary A=
. r:-:: ! e Feli e
BCF Natwork BEarsger | e ] e N T
¥ Eioky 3 .
o Use this screen to add, delete ang
e change network users.
[ itk N e
. ) All current network users appear (
| L A 1 the I|St
o B X Camonl T Haip

Network Users Screen

Setting up Network Users

The MGR can set up us e ruseisdnsthe Naeiworkbbsersh of t he prr
Screen. Each user can then customize preparer information, transmittal letters, and client

bills.

Note: Users should always log in with their user ID, not as MGR.

Files in use

When a user selects tor wbalke wkns ao uted ua nc | it ehret cfl
the Program Manager list of clients will be displayed in a red font. This means the client
wi || be Al ockedo to all ot her users unti |l t he



USING THE PROGRAM MANAGER

Unlocking Files/Clients (The programw o n 6 t e ihteette retarn)

Occasionally, a program problem or power outage may cause use of the program to be
abnormally terminated. When the program is terminated, a user may be locked out of the
client file or directory that was in use at the time the programteraninated.

Client File in Use |

Client TSTFO1 was locked by TM on 12-16-2002 &t 13:10:57.
Do you want ko unlock the File?

Yes Mo

To unlock client files, your Network Manager (
1 Find the client file in the program manager client list
f Double click the client and press AYesoOo to
Any user can also unlock a file checked out to himself irséime manner.

The Network Manager can also unlock a client b
theNetwork Users Screen

For Technical Assistance, call SAXTAX at (800) 678789

5
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USING THE PROGRAM MANAGER

Program Manager Tips for New SAXTAX Users

(If you are a culent SAXTAX user, you may want to skip aheadPtogram Manager
Tips for Current SAXTAX Users on page 14.)

Note:When you use the Program Manager for the first time, you will see an
introductory screen to help guide you through the initial setup steps.

Entering Preparer Information

To enter data about your firm, choose Preparer Information from the Setup menu.

T Hrm®reparer Information

Flim lsdormation
Name. Shyater & Tix P.A,

Addeess. 103 Crocked Tree Road

Cn-,_Suu DP Pacadize L » 32142 . .
Telephooe (| ) - Feen EIN. 10-5307401 Enter the information

[ Prind fiem name on retumn concerning your firm. Data
will be saved and transferred
from year to year. Refer to
ProgramHelp for detailed
information.

Proparer Idormation
Preparer’s SSN E Preparer’s PTIN. P41098471

[ 1 Preparer is seif employed

For 1040 o5l only,
ANe pOaparer name

|Updato A Users | | W/ OK | | X Concel| | 7 Hel

Preparer Information Screen

Viewing or Modifying Client Transmittal Letter Information

To view or modify client transmittal letter default information, cli&&tup | Transmittal

Letters The default letterareusedas a Master lettdor each clieh s t a xThe et ur n
letter can be tailored individually for eaclent, inside the return, and the modifications
are saved with the clientés return dat a.

ot Transmittal Letter Setup

Review or Modify Salutation and Slip Sheet j
1 Select the tab for the type of
1120 11208 1065 1041 1040 .
Tangible F1120 Payroll 990/990-7 letter desired.
Printing 1 Select the part dhe letter
7] Suppress Printing of Transmittal LeSers for viewing.
[ Use company letterhead f Refer to Program Help for
detailed information
Review or Modify Letter Text J concerning the modification
of letters.
Update All Letters “ 11 Close ” ? Help I

Transmittal Letter Setup Screen

11



USING THE PROGRAM MANAGER

Viewing or Modifying Client Billing Information

To view and modify client billing default information, cli@etup | Client Bill. All data

will carry

Billisg Amounts Eilling Profosencos

Fraparsfion of Tengible Fececmel Frogeasriy Teax Fetwurn
far FYLAES

T

M

1040 Meadpvicheal) %} Rz

1020 [C Corpanatan) 1 Teasd andy l
1005 (S Compoeatan) (CrOption lor psch clenl
1065 (Partrsrstep) & Frind on LeSerhesd

18 [Estmbes sl Tousis) L] Shrer Chaird P

990 (Exempt Oeganization) L] Irsneemaand el P
F-1100F - NS (Flands) gﬁpﬂlﬂ Chent Fhone #
Tanghbile Fetum Ty
Salos Tax [T
LCTRAE 7 0K

Othir - 1
Othes -2 [ concal]

Client Bill Defaults screen

t o T whee h ca be fughertmodifiedt et ur n

Indicate your billing preference.

Enter billing charge for each type
of return.

Click Help or use F1 for
additional assistance with this
screen.

Enter line item descriptions for
each type of re
datao insert coa
with actual data in the final bill.

You must be logged in as MGR in order to update client bills and apply to all users.

For Technical Assistancecall SAXTAX at (800) 6781789

5.
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USING THE PROGRAM MANAGER

Setting up a New Client

Click theNew Client button to create and enter data about your client. Demographic data
flows to each tax return. Refer Rvogram Help (F1 or Help button) for detailed
information concerning thigelds on this screen.

7 Chient Information

Cliant Type . .
(E)C-Cnrpnr:\ﬂinn CIS-IZ.‘olp:mIiun {_':F‘:]ltnnr:hip Cliont 10; |51

Cyindradunl (&) Fidusiany O Exarmpl Organizalion Lasl Azsigned: 50
Company Infenmation

Cesparalion Mame: [ Anew Corparacion I | You must enter a client
Sacond Nems: Fiscal Year End. pec v number. Use up to 6
Fudnes alphanumeric characters.
Caty, Stwe AP FL ow - A
Tebeghonec ([ ) - it Fax: |1 - The program uses this .
eemail | - number to name your client
Transmittal Letter infarmation data ﬁles.

Address tranamiltal letber to

Ul “'”'_ Tickler information is used
--------- sesmsesmsssss | jCkloT Information (Optional) T

----------------- to prepare Tickler Due Date

Rispansibibl Relums Firm s responsible fo .
pflm;l'f Y B Targhie s [(Saies Taxfichan [Jredstn [Jreasin [was [ OK Monitor Reports.
I ClAvusiPeped  CIFLUCTS 11098 o pupe
= FF1120F1065 g X Cancel
Secondary V_l‘rde-.iﬁzem - . i
1= = / T
[ ——

New Client Screen

Modifying Client DemographicInformation

Use the EdiClient Data Screento change or modify current client data. To access the
screen, select a client name and clickEdé Client Data button. Changes made on the
Client Information Screen will flow to the individual tax returns only if th&llow
Override box is unchecked.

Preparing a Tax Return

Note:Set theProgram Yeart o 6 08 t o pr e,f-ad12Gand®9le®BirnsT
and for 200ANV-2 s 1 0 9 Dépseciati@n &l d-ederal Tax Returri® prepare
returns for earlier years, adjust tAeogram Year accordingly. Each return allows
you to prepare returns for the current year and 3 prior years.

To prepare a tax return for a client:
1 Select a client from therogram Manager Client List

1 Click thePrepare Return button or the appropriate toolbar button to take you
into thedesired taxeturnor the Depreciation programlIf you have more than
one program loaded, threpare Return button will prompt you to select which
return you want to prepare

Refer to theProgram Help in the applicable program for specific instructions for
preparing different types of returns.
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USING THE PROGRAM MANAGER
Program Manager Tips for Current SAXTAX Users

You might want to review the activities described in the preceding section as il as
following:
9 Client Data Transfer (Rollover from prior year)

9 Print Client Organizers (Tangible and 1040)

Transferring Client Data

Your 2007Client Data Files will automatically be trdesred (or rolled over) into the
2008 directoryHowever, if you danot see your company/clieligted with your year set
t o idthedrogram Manager, you should transfer youi72iz@a to 208.

TheSAXTAX Program Manager will transfer appropriate 2007 informatidine.
certain schedule descriptigridepreciation, andarryover valuesjnto your initial 2008
client files Your 200 files will not be affected by the transfer and can be accessed by
changing the Program Year.
To transfer data frorthe most recent year to the current year (2007 to 2008)

i Setthe Program¥er t o 608

1 From the Program Manager Menu, selgctivity |[Data Transfer. This screen

will show you your clients from last year and will allow youransfer asingle
client, multiple clients and specific return types for those clients which are

selected.
™ Data Transfur - 2007 ba 2008 (i
Sowrte f2¢ 2000 clents Cotheatan - 2006 L USE the drop dOVYﬂ arrow:s to
crwl lcLsey c:vl e & indicate the location of prior
— 3 : T 'j s A _m_w-n'm: year files.
&0 Thasttes ’ O Sefectod Payrol Reterns . . .
LIX THEST Iy TESTS 7 TETRC) O Do Ao R 2. Confirm the destination for
catrre it naniellad o LA aemnt Gk cparang the current year.
PAS— r S £ ELapasien
bant, 90ié B ! 4 Qejreon: | Butessrly 3. Select specific return types if
AD I Toilette, Test A I TETION Intaad etttz .
o i ESER, SR, Al e £ Rt O you are not transferring all
Coewpiett £ TETXOY returns.
Fectyseven, Test Y t ™TyY
- 4. Select clients using Shift
S T 2ass DL BiN. - o8 3310 B leftclick or Ctrl-leftclick or
the Select All button
MSebear AL |~ Transter Cliomt Data 1 Clese | ? ety
5. Press the Transfer Clients
Client Data Transfer Screen button.

The transfer process may take a few minutes depending on the number and size of your
client files. You can minimize SAXTAX during this process if you need to work in other
applications.

Handling Corrupt Client Files

Note: Occasionally a corrupt 2007 client file might not transfer to 2008. If this
happens, the transfer should skip the file and give you an opportunity to print a li
those clients which did not transfer.

14



USING THE PROGRAM MANAGER

You have several options for corrupt client files:

1 If you have your clients backed up, you may be able to copy or do a data transfer
from your backup directory.

M Ifitis an old clienftransfer client dattcom 2006 to 2007 and then from 2007 to
2008.

9 Crede the client from scratch in 20@&utting client information from
documents you have on file. This is usually quicker than the option below if you
are doing a data transfer and most of the fields which need to transfer are
demographic information.

1 Sendthe client files (of the corrupt client) to SAXTA2hd we will try to repair
them for you Under theTools Menu, on theProgram Manager Screenis a
Backup Clients utility which will copy various clientiles into asingle zip file.
You can then emailg) attaching the zip file, or put tag file ona CDand send
it to us.

Printing 1040 or Tangible Organizers

An Organizer is a printed summary of last year's data that the client (or tax preparer) can
mark up. It generally makes data entry for the rexwear easiefl o print organizers for
clients you prepared returns for lgstar;go toActivity | Organizers | Print Client

Organizers. You will also see two other options under the Organizers nSstupi

which allows you to customize the organizsttér andBlank Organizersi which prints

a predefined organizer for clients you have not prepared returns for in the past.

F:'E F008 !]rg.u.rli.'cr:.

Type of Crganizers
(= Tangible {11040
[] Sebected locations

Drive: €: » Dirgctory; CLI07 w 1. Specify the location of last

year é6s client
HED101 -

Sb101 2. Select Organizer Type

04 prg (Hewv-Hacc=-FY12} C

05 MACRS input [
Counties Corporatisn, In © TSTOODZ .
Dunn, Said M I 54 3. Select Client(s)
LOMGEOAT FEY CASA DEL HA © 001310 .

SERBIN PRINTING, INC.  © DOZOSS 4. Press thérint button
Tear Three F
Teat Throe F
Tear Two -]
Thar Ty T TRre, [

12 : ,
2 You can also click on the Print

11 - Selected Forms button to select
11 specific pages you want to reprint

| Select All | |ILE|D$l| | 7 Help |

|E Primt | [ E Frimt Selected Forms |

Print Client Organizers

15



USING THE PROGRAM MANAGER

Updating Last Yearo6és I nformati on

I f you installed your programs fAdon topo of | as
automatically carry eer from last year. Click the appropridteolbar button to review
or modify each as desired.

1 Your Firm/Preparer information
1 Client Billing defaults
9 Client Transmittal Letter defaults

Creating New Clients

To create new clients go to the Program Managere®cand click thélew Client button
or the menu combinatidrile | New Client

Preparing a Return for a Selected Client

To prepare a return for a selected client, clickRhepare Return button or click the
appropriatelroolbar button.

Note: The first time you access a client that was transferred from last yed®|idm
Information Screenwill open to give you an opportunity to review and modify any
data as necessary.

For Technical Assistance, call SAXTAX at (800) 678789

o
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