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TaxWise® Online Learning Portal 

Creating and Editing Client Letters 
Client Letters allow you to communicate with your clients about their tax returns. TaxWise enables you to 
print custom letters for your clients with important information regarding their returns. The client letters 
include information about: 
 

▪ Refund or balance due 
▪ Where to mail the tax return 
▪ Related state return information 

 
TaxWise provides a standard client letter template for each tax package except for the Miscellaneous. Client 
letters are available in both English and Spanish.  If the standard letter template does not meet your client 
needs, you can save the template with a different file name and customize it to suit your tax practice.  

 If you wish to add a client letter to all returns, you can set this up in Tax Form Defaults.   

 

 

 

 

 

 

 

 

 

To add the client letter:  

1. Click the Add Form/Display Form List tab. 

 

 

 

 

2. TaxWise displays the Find a Form page. In the Look for box, type Letter. 

 

 



 
 
 
 
 
 

 

 

 

 
 

3. TaxWise displays a blank client letter in the background and the Open dialog box. Select the letter you 
want to use. Click Open. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. TaxWise displays the selected letter: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 

 

 You cannot preview or print client letter templates in Tax Form Defaults. 
You can add additional text by typing directly into the template. Use the formatting bar along the top of the 
letter to make changes such as: 

▪ Font size and color 
▪ Adding bulleted or numbered lists 
▪ Adding images 
▪ Adding additional variables 

 

 

 

 

 If you make changes to a template, you will need to save the template with a new name. TaxWise retains 
all default letters in addition to your edited versions. 

 

 

 

 


