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Preparing the Return 

After collecting necessary information from Form 13614-C, Intake/Interview & Quality Review Sheet and properly applying 
the tax law, you should choose your client’s filing status. If you are unsure of which filing status to select, select the Filing 
Status Wizard button. The Filing Status Wizard will ask you a series of questions to help determine the correct filing status 
for the taxpayer. Select the circle next to the correct filing status and click Continue.

Use the “Filing Status 
Wizard” or Tab B to 
determine Filing Status
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Basic Information Screens

Use the “Filing Status 
Wizard” or Tab B to 
determine Filing Status

Click the “Continue 
Button” to add the 
selected Filing Status

This section is where you determine the customer’s Filing Status, input their Information, and add in 
the dependent’s information.

In this section you will input the Filing Status by using the customer’s response on the Form 13615-C 
and verbal statement. You can also use the decision tree within Tab B.

The second screen, under the Filing Status tab, is used to determine the spouse’s return status.
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Preparing the Return (continued) 

The Personal Information tab is divided into Taxpayer Information, Spouse’s information, and Address and phone number.

Note 1: The total number of characters entered in first name, initial and last names for both taxpayer and spouse cannot 
exceed XX characters. This includes DECD (plus a space, for a total of five characters) if one is deceased. If it does, the 
return will reject. 

Note 2: If the taxpayer or spouse is deceased, check the appropriate box from the list and enter the date of death when 
prompted. When you print the return, the tax software prints the Deceased and the date of death next to the deceased 
person’s name at the top of Form 1040 page 1, as required by the IRS.

Personal Information Part 1

Must input birth date. 
Include spouse if joint 
return. Use drop down 
boxes to select Month, 
Date and Year.

This section is important 
for calculation of filing 
status, exemption, 
standard deduction, 
Presidential Election 
Fund, and military 
status.

This will generate a Date 
of Death box, which 
must be completed. 
Once completed, click 
‘Continue’ at the bottom 
of the page to proceed.

Verify spouse last name 
with SS card. If different 
from taxpayer, enter last 
name here.

Enter spouse SSN.

After filing status the next screen is an input screen that gathers the taxpayer’s personal information.
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Preparing the Return (continued) 

Note 1: Once the ZIP code is entered TaxSlayer® will then auto-fill the city. Correct City name if needed.

Note 2: Resident State Return - This option will allow you to select the taxpayer state of residency. Once the state has 
been selected, clicking on Continue will prompt the state questions. The program will create the state return based on the 
state selected. If there isn’t a state return to complete, choose None from the list. The program will automatically transfer 
all the necessary information into the state return for you.

Note 3: This option will allow you to select the taxpayer state of residency. Once the state has been selected, clicking on 
Continue will prompt the state questions. The program will create the initial state return based on this selection. If there is 
not a state return, chose “None” from the list. Any additional states to be attached will be selected within the State Return 
section of the return.
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Basic Information Screen (continued)

Enter zip code first. (See note 1.)

See Note 2.

Always ask for at least one 
telephone number. The daytime 
phone will appear on the printed 
return. Enter area code first.

Check the Military and foreign 
address boxes if they apply the 
related forms all pertinent forms 
will be

Click the “Filing Status” button 
for assistance in determining the 
customer’s correct filing status.

Note 1: Once the ZIP code is entered TaxSlayer® will then auto-fill the city. Correct City 
name if needed.

Note 2: You will need to use the drop down boxes to select the state related to the mailing 
address and to indicate whether a return will be filed for that state by selecting it in the 
Resident State Return drop down box. See page K-10 for additional state information.

Note 3: This option will allow you to select the taxpayer state of residency. Once the state 
has been selected, clicking on Continue will prompt the state questions. The program will 
create the initial state return based on this selection. If there is not a state return, chose 
“None” from the list. Any additional states to be attached will be selected within the State 
Return section of the return.

Personal Information Part 2
Personal Information Part 2

Check the Military and 
foreign address boxes 
if they apply the related 
forms all pertinent forms 
will be

Enter zip code first. (See 
note 1.)

See Note 2.

Always ask for at least one 
telephone number. The 
daytime phone will appear 
on the printed return. Enter 
area code first.

Click the “Filing Status” 
button for assistance in 
determining the customer’s 
correct filing status

Dependent/Qualifying Child Information:
Dependents or Qualifying Person(s) are 
entered next. If the taxpayer is claiming 
dependents or other qualifying persons 
on their tax return, select the YES button 
to begin filling in applicable information 
pertaining to each dependent. To bypass 
the dependent entry menu, select the NO 
button. 
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Preparing the Return (continued)

To add multiple dependents, click the Add button on the following Dependent or Qualifying Child screen:

Note: In order for the IRS to accept the tax return electronically, ensure that:

•	 The correct year of birth is entered
•	 The dependent’s name is spelled correctly
•	 The correct social security number is entered

If any of these three items are entered incorrectly, the IRS will reject the tax return for electronic filing 
purposes.

xxxx
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Preparing the Return (continued) 

* EIC is considered for every return until the program determines that it is not viable. If you know that the dependent is not 
eligible for consideration, click the box beside “Check if you wish NOT to claim the dependent for Earned Income Credit 
purposes”. Verify names, SSN, and dates of birth with social security card to prevent rejected returns. Children should be 
listed from youngest to oldest.

Qualifying Child(ren) for Earned Income Credit (EIC):

TaxSlayer® calculates the amount of earned income credit if the client qualifies based on income and other requirements. 
Reminder: Although age, relationship and residency requirements are the same for EIC as for dependency, support is 
NOT an issue for EIC (it does not matter whether or not the child, parent, or another provides over half of the child’s 
support.

Enter number of months each individual lived in the taxpayer’s home or use “Lived in Mexico” if the dependent lived in 
Mexico or “Lived in Canada” if the dependent lived in Canada – use the drop-down list. Enter 12 months if dependent was 
born or died during the year or was temporarily absent (school, vacation, etc.).

Carefully read the selections under the “Please answer the following” list. Check all that apply.
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Child Without an SSN or 
ITIN

Click the box under the 
Child’s name if they do not 
have a SSN, ITIN or ATIN. 
A statement will appear 
asking, “This dependent 
will be completing a Form 
W-7, Application for ITIN 
and yes or no buttons. The 
Form W-7 is located within 
the “Federal Section” under 
the “Miscellaneous Forms” 
tab. If not applying for an 
ITIN, select “No” and enter 
the reason (such as the 
death of the child) that the 
child does not have a TIN.

If you are the noncustodial 
parent, enter “divorce/
separation” for the number 
of months.

If the dependent is not 
eligible for EIC, Check this 
box. This will eliminate 
forms and questionnaire 
geared to determine EIC 
eligibility.

Dependent or Qualifying Child Add dependents name 
including their middle 
initial.

Dependent or Qualifying Child

Child Without an SSN or 
ITIN

Click the box under the 
Child’s name if they do not 
have a SSN, ITIN or ATIN. 
A statement will appear 
asking, “This dependent 
will be completing a Form 
W-7, Application for ITIN 
and yes or no buttons. The 
Form W-7 is located within 
the “Federal Section” under 
the “Miscellaneous Forms” 
tab. If not applying for an 
ITIN, select “No” and enter 
the reason (such as the 
death of the child) that the 
child does not have a TIN.

If you are the noncustodial 
parent, enter “divorce/
separation” for the number 
of months.

If the dependent is not 
eligible for EIC, Check this 
box. This will eliminate 
forms and questionnaire 
geared to determine EIC 
eligibility.
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Preparing the Return (continued)

Income

The Income portion of the Federal Section is used to enter all items of income on the tax return. You will be 
given two options from the main income page.

Select Guide Me to launch a step-by-step series of questions to help determine the various types of income 
that should be entered on the tax return. If you prefer to enter in items of income without the help, select Enter 
Myself. This will take you to the income entry screen which lists the various types of income that should be 
reported on the tax return. Select a Begin or an Edit button to enter/edit an item of income. See the Income 
tab for more directions on entering specific types of income.

Deductions

The Deductions portion of the Federal Section is used to enter all deductions, adjustments or subtractions on 
the tax return. You will be given two options from the main income page.

Select Guide Me to launch a step-by-step series of questions to help determine the various types of 
deductions that should be entered on the tax return. If you prefer to enter deductions without assistance, select 
Enter Myself. This will take you to the deductions entry screen which lists the various types of deductions 
that should be reported on the tax return. Select a Begin or an Edit button to enter/edit a deduction. See the 
Adjustments, Deductions, Nonrefundable Credits, Earned Income Credit, and Education Benefits tabs for 
additional information and specific instructions on these topics.
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Preparing the Return (continued)

Other Taxes

The Other Taxes portion of the Federal Section is used to enter any other tax types for which the taxpayer may 
be liable. Select the Begin button next to any other tax item to enter in data applicable to the taxpayer. 

Payments & Estimates

The Payments & Estimates portion of the Federal Section is used to enter such items as payments, apply 
overpayments to next year’s return and to print payment vouchers. Select the Begin button next to any payment 
or estimate item to enter in data applicable to the taxpayer. 

Miscellaneous Forms

The Miscellaneous Forms portion of the Federal Section is used to enter the following:

•	 Injured Spouse Form - Form 8379
•	 Claim a Refund Due to a Deceased Taxpayer - Form 1310
•	 Application for Extension - Form 4868
•	 Married Filing Separate Allocation
•	 IRS Identity Protection PIN (IP PIN)
•	 Installment Agreement (Form 9465)

State Section

If you chose a State of Residency from within the Personal Information screen, this part of the program will be 
created based on all the necessary information entered into the return for you.
If you don’t have a state return, you can click Continue or use any of the navigation options on the left side of 
your screen.
The following states don’t have state income tax returns that can be filed through the program:
Alaska, Florida, Nevada, New Hampshire, South Dakota, Tennessee, Texas, Washington and Wyoming.
The Add Another State Return(s) will help you to create any state return that you will be including in the tax 
return. Choose a state from the drop down box located on the State Name page and select Continue.
You will be prompted to select the taxpayer’s state residency type. Most states have a separate resident, part 
year resident and non-resident tax return. Select the Continue. You will be given two options from the state 
return page.
Select Guide Me to launch a step-by-step State Return which will ask you a series of questions to help prepare 
the state tax return. If you prefer to enter the state tax return without the help of the State Return, select Enter 
Myself. This will take you to the State Return screen which lists the various sections of the state return.




