TaxWise Registration and Setup

Setup Assistant

After installing TaxWise, double-click the desktop icon to launch the program. The first screen you see is the
Setup Assistant. Setup Assistant walks you through setting up your software, including registering your
software, carrying forward prior year data, and setting your program preferences. You will need the following
items to complete this step:

= EFIN

= Registration code

= Office contact information
= Internet connection

Register Software

The first tab consists of entering your EFIN and the registration code you received in email. You can also
locate this on the TaxWise Solution Center, where you downloaded your software.

Register Software Welcome to the 2018 Tax Season!
Use the Setup Assistant to help setup your software configuration settings quickly and
Configuration Settings easily. Your EFIN, Registration Code, office contact information, and an internet connection
are required to ph the i ion and activation process.
Partner Verification .
Register Software  « indicates Required Fieid
Office Information Please enter your EFIN and Registration Code.
EFIN: * If you transmit e-files for another EFIN, enter that EFIN here:
CCH iFirm I I
Registration Code: *
Preparer Information ration )
I - I = I = = \alidats Code
Printing & Network Setup
Client 1Dz
General Options
Carry Forward Taxpayer
Data
[~ save as Workstation Defaults @ el < Previous I Mext »» I Save and Close
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1. Type your EFIN in the appropriate field.

2. Next, enter your software registration code in the space provided, and click Validate Code.

3. TaxWise displays you Client ID and the validation result. Click Next.

Client 1D:
1088574

s
You have successfully validated your registration code.

# You will need this Client ID when contacting Customer Support.

Configuration Settings

Use the Configuration Settings section to carry forward data from last year's program into the current year.
You must have the prior year's version of TaxWise installed to carry forward information.

Register Software Configuration Settings

If you used our program last year, we can load that data into this year's program
Configuration Settings @ T T —— A

(¥ Use last year's configuration data  (Prior year data detected.)
Include these additional items:
[¥ Employer (EIM) Database
[V Client Letter Templates
CCH iFirm ¥ Users & Groups

Partner Verification

Office Information

¥ Preparer & ERD Information
Preparer Information J¥ Setup Files (Printer Setup, Company Information, etc.)
|w Tax Form Defaults

Printing & Network Setup
[¥ Print Packets

General Options L {guration Settings

Carry Forward Taxpayer
Data

[ Save as Workstation Defaults @ nep ‘P"'“"—‘SI Mext = I Save and Close




TaxWise allows you to carry forward the following types of data from the previous year:

Data

Employer Database (EIN)

Description

A reference log of previously entered
employer data, which can be used to reduce
keystrokes

Client Letter Templates

A pre-prepared client letter for each tax
package (except for MISC) that can be
modified to suit your needs

Tax Form Defaults

A feature that allows you to set specific
entries you want to carry through to every
new return

Users & Groups

A tool used by the administrator to:

= Add usernames

= Assign, change or remove user
passwords

= Create multiple groups with different
access rights to TaxWise menu
commands and actions

= Assign usernames to the group(s) to
give them access rights needed to
perform job tasks

Preparer & ERO Information

Characters that identify the preparer and
ERO and enable TaxWise to enter the
preparer information on the forms

Setup Files (Printer Setup, Company
Information, etc.)

Files used to carry forward prior year tax
return information into the current year

Print Packets

Customized print settings that specify which
forms to print for various copies of the
return

1. Choose the data types you need to carry forward, and then click Load Configuration Settings.

2. When TaxWise completes the transfer of your data, click Next.




Partner Verification

Use the Partner Verification section to download your settlement solution elections. TaxWise requires an
active internet connection to download election information from the Wolters Kluwer Electronic Filing Center.
TaxWise populates this information to the Non-Preparer Fee section in a tax return.

1. Click Download.

Partner Verification

Partner Verification connects to the Electronic Filing Center to download
your office enrollment services. Please download your Partner Verification data.

2. Verify the information on this page, and then click Next.

2 For more information on applying to offer refund settlement solutions, review the video found here.

Office Information

Use the Office Information section to input your contact information and set up your iTransact Merchant
Services client ID, if you use that service. You can also setup the e-signature feature and sync your
AnswerConnect tax research tools on this screen.

1. Type your company information in the top section of this screen.

2. In the e-Signature Login (email) field, type the email address you want to use with the e-Signature
feature.

3. In the Tax Help Credentials section, type your email address and password associated with your CCH
AnswerConnect login.



https://vimeo.com/376680085

Office Information
— Contact Information

Company Address:

Contact Name: Contact's Phone Number:
IMan'a Rangel |m01357-mm
Company Name: Fax Number:

IH.ar Financial Services |(_]_._

Company EIM (if you have one):

|123 Tax Avenue

City, State, ZIP Code:

|Tax GA30165

— Other Information

iTransact Merchant Services Client ID:

Learn more about iTransact...

e-Signature Login (email)

Company Service Bureau (if applicable):

Isfses‘l'gnature@gmai..cm

Learn more about e-Signature. ..

SetupSManage Account

—Tax Help Login Credential:
User Name:

Password:

maria.rangel@cchsfs.com

Learn more about Tax Help

(—

CCH iFirm

1. To sync your programs, type your CCH iFirm website address and the API key in the CCH iFirm section
of Setup Assistant. Click Next.

B For more information on completing the setup for e-Signature, click here.

The CCH iFirm screen allows you to enter details so you can take advantage of current and upcoming
integration tools, such as exporting contact information for your clients from TaxWise into CCH iFirm.



https://vimeo.com/376681327

Register Software
Configuration Settings
Partner Verification
Office Information
Preparer Information
Printing & Network Setup

General Options

Carry Forward Taxpayer
Data

[~ save as Workstation Defaults

CCH iFirm

Simplify your tax and accounting office with both Practice Manager and Client Portal for tax and
accounting professionals. Click "Find out more about CCH iFirm™ to get additional information.

Find out more about CCH iFirm

—Bulk Export of Contacts

Share contact data with CCH iFirm to make managing your workflow easier than ever before. The
following utility will help export all of your contact information to CCH iFirm.

Export contacts to CCH iFirm...
It is recommended that you run this utility prior to initiating the tax integration.

This i ion needs to be to enable integrating the tax prog with CCH iFirm. Without this
infermation, CCH iFirm will not be able to communicate with the tax program. Please refer to the help
notes for additional details.

CCH iFirm Website Address:

https:// l— .cchifirm.us

APl Key:

| Where do | find this?

@ hep |<Previu_ns || Next>> | Saveandghsel

@ You can locate the API key inside your CCH iFirm program. Click the Where do I find this? link for more

information.

Preparer Information

Use Setup Assistant to create and manage your ERO and preparer information for TaxWise.

To add a new ERO or preparer:

1. Click New.




ERO/Preparer Information

Active | Inactive |

Preparer ID | Hame Company Address
4

< >

| Hew | !iew!Editl

2. TaxWise Setup Assistant displays the Preparer Details dialog box. Complete the preparer information,
and then click OK.

Preparer Details *

*+ Indicates Required Field

Preparer ID: = Phone:
| -
Preparer Name: * EFIN:
| |
Company Mame: * PTIN: =
| Pl
Address: SSM:
| |
City: EIM:
| |
State:  Zip: ERO Signature:
[ |
Date of Birth Email Address
MMDORY
- |
3rd Party Designee for returns prepared
[~ ERO
I Self Employed [~ 3rd Party Designee

[~ Print Signature

¥ Active I

3. Setup Assistant returns to the ERO/Preparer window.
4. Repeat these steps to add all your preparers.

B You must complete all fields with a red asterisk. The Preparer ID field is a reference to the preparer, and
can be first name, initials, or any other combination that helps you identify the preparer.




5. Click Next.

Printing & Network Setup

Use the Printing & Network Setup section to set your print options for TaxWise.

Register Software
Configuration Settings
Partner Verification
Office Information
CCH iFirm

Preparer Information

Printing & Network Setup

General Options

Carry Forward Taxpayer
Data

[~ Save as Workstation Defaults

Printing & Network Setup

— Default Printers — Print Options
Returns, Reports: ‘When printing returns:
[ viprintkga02\225 Toshiba-33117 v | [ Print blank page after EACH return -
[~ Print in ALL CAPITAL LETTERS
Checks:
[ Viprintkga02\225 Toshiba-33117 v | When printing reports:
Labets: [V Print each EFIN on separate page

|\\pﬁntkgam'.125 Toshiba-33117 v |

When processing acknowledgements:

[V iButomaticaily print acknowiedgments:

— Install Options
{* Local Instal

" Metwork Instal

(my computer is not connected to others) r

(my computer is connected to others)

[~ Print EACH rejected 55N on a separate page
Automatically print form 9325 when Federal return
is accepted

‘When sending forms to e-Signature:

Use this print packet by default:

File Copy -

@ helo

|<Premgs|| Next == | Save and Close

The chart below describes the options available on this screen:

Option Description

Default Printers

Select a printer from each drop-down menu to
determine how each document type will print.

Install options

Indicate whether you are using a network or
local (stand-alone) installation.

Print blank page after each return

If you print multiple returns at one time, choose
this option to place a separator page after each
return.




Print in all capital letters

This option prints all entries in capital letters,
regardless of how you type them.

Print each EFIN on a separate page

If you have more than one EFIN transmitting in
your office, this option allows you to print
reports showing each EFIN on a separate page.

Automatically print acknowledgments

If you select this option, acknowledgment
reports automatically print at the conclusion of
auto-processing.

Print each rejected SSN on a separate page

If you have rejected returns, you can print the
report for each rejected client separately to save
in the client file.

Automatically print Form 9325 when Federal
return is accepted

Select this option to automatically print Form
9325, Acknowledgment and General Information
for Taxpayers who File Returns Electronically, for
each accepted return at the time you process
the acknowledgment.

1. Modify the print options to suit your office needs and click Next.

General Options

Use the General Options section to set the following information for TaxWise:

= Invoice options

= e-File IDs

= 1040 individual options
= Color setup

= Miscellaneous options




Register Software General Options

— Inveoice Options

Configuration Settings

Partner Verification

” Do MOT auto number.
" Auto number each invoice ONLY on MY LOCAL COMPUTER even if | am attached to a network.

Start my local invoice number with: |1

% Auto number ALL invoices, making each UNIQUE across the entire network.

Office Information

Current MeF Submission 1D:

— Miscellaneous Options
|¥ Enable auto-complete for entries with history lists
I~ Display user defined and auto-populated history lists

¥ Automaticaly show history lists

= Display taxpayer reminder
{each time return is opened)

j I Prompt user when closing the program

I~ Enabie screen reader for visually impaired

{when using Windows Close buttan ")

— E-File IDs
CCH iFirm
ID
Preparer Information
— 1040 Individual Options
Printing & Network Setup Resident State:
INune
General Options P
Carry Forward Taxpayer Ith-er
Data
— Color Setup

Modify color settings, form properties, and text properties.

I~ Save as Workstation Defaults OEE

The first section allows you to indicate how you want to handle the numbering of invoices. Select the option

you prefer.

The E-File IDs section automatically updates each time you create an e-file. If you plan to e-file from multiple

non-networked computers, set this number at least 100 apart for each computer.

In the 1040 Individual Options section, you can choose a state to automatically load with each new return.
You can also choose whether most of your returns will be paper filed, e-filed, or have a bank product

attached. Select the appropriate options from the drop-down lists.

Review the chart below for descriptions of the miscellaneous options:

Option

Enable auto-complete for
entries with history lists

Description

Allows you to type the first character, or first few
characters, and TaxWise auto-completes the box

Display user-defined and auto-
populated history lists

Allows you to view user-defined history lists




Automatically display history
lists

Allows a history list to open automatically when you
are on a box

Displays taxpayer reminder
(each time return is opened)

Allows taxpayer reminders to display each time a
return opens

Prompt user when closing the
program (when using Windows
Close button “X")

Allows TaxWise to display a confirmation box when you
close the program

Enable window reader support
for visually impaired

Allows the JAWS reader (if installed) to announce the
box location in TaxWise for visually impaired users

2. Select the options you want to use and click Next.

i If you use multiple non-networked computers, preset the Submission ID on each computer before tax

season, or designate one computer as the transmitting computer.

Carry Forward Taxpayer Data

Use the Carry Forward Taxpayer data section to pull data from the prior year into a file that you can import

into the current year's program.

Partner Verification

CCH iFirm e
File specification

All Return Types
Preparer Information

¥ Include W-2's
Printing & Network Setup

General Options

Carry Forward Taxpayer
Data

Register Software Carry Forward Taxpayer Data

Configuration Settings Carry forward taxpayer data from last year. Depending on the number and size of
returns you did last year, this process may take a few minutes to complete.

Office Information TaxWise 2017 installation drive Directory Containing Files:

| 45 windows (C:) | \UTSI7WUsers\

I Include Preparer Use Form
[¥ Create taxpayer reminders

Carry Forward Taxpayer Data |

-

[~ save as Workstation Defaults Q Help

<Prev'ings| Mext »» I Save and Close




To carry forward prior year data:

1. Select what you want to carry forward from either 2017 Tax Return Files or 2017 Admin Tax Form
Defaults.

2. Select the prior year TaxWise installation drive.

3. Select the files to carry forward and click Carry Forward Taxpayer Data.

4. TaxWise displays the Select User Name dialog box. Click user folders to select each user or click Select
All and click OK.

Unzelect Al | Cancel Help

5. TaxWise displays the Select Returns dialog box:

W 7C043593.202
[ 7C123456. 739
[ 7C711003.566
[ 7C712003.566
[ 7C713003.566
[ FFI7Q7YL.RET
[T FFIL9GXL.RET
[ 7I042824.379
[ 71101003.566
[ 71102000.367
[ 71102003.566
[ 71103000.367
[ 71103003.566
[ 71104003.566
[ 71105003.586
[ 71106000.367 v

Al Clients Ok, I Cancel Help




6. Select the appropriate check box next to the returns you want to carry forward or click All Clients and
click OK.

7. TaxWise displays the status box when the carry forward function is completed. Click Save and Close on
the Setup Assistant dialog box.




