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Making Changes to the W-2 

1. Open the W-2.
2. Select Taxpayer or Spouse.

If the address on the W-2 is different from the address on the main information sheet:

1. Select Check and make changes.

The following illustration shows the W-2 when Check and make changes has been selected:

Type the information as it appears on the W-2 in the address section. Do not enter punctuation 
in the address line.

The second address line is for foreign addresses only.

Turning the calculations off:

• Select Check to take calculations off of lines 3, 4, 5, and 6.
• Select Check to take calculations off of line 16, state wages.

The following illustration shows the W-2 when calculations have been turned off.

• Enter the appropriate wages and withholding in the fields with blue underlines.
• Do not override and enter wages directly without checking the boxes to remove calcula-

tions.
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TaxWise® Online Help 

• From the Homepage or from inside a tax return, select the Help icon.
• TaxWise® Online Help opens in a separate browser window.

The following illustration shows the TaxWise® Online Help window:

• Select the closed book icon to expand the contents of TaxWise® Online Help.

• Select the appropriate topic line to display detailed help information.
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• Select the open book icon to close the topic.
• Enter keyword(s) in the Search box and click Go. This will display a list of choices that 

are in the Help file.

State Help 

There are three options for State tax help in TaxWise® Online:

1. The State Help icon on the toolbar will open a help file that contains
TaxWise® help for all states. You will now be able to easily access 
state and county codes. 

2. State help files are maintained in the TaxWise® Knowledge Base. These files can be 
accessed by using the Homepage search box. Type in the two-digit state abbreviation 
code followed by the words “State Help” and click Go, as shown in the example below.

• The Knowledge Base entry opens in a separate window.

The following illustration shows the Knowledge Base.
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• Select State Help.
• Select the PDF attachment.

The following illustration shows a sample of the State Help PDF.

3. State help is also linked directly to the TWO homepage. This link will take you directly to the appropriate 
state’s website.

• Search the PDF for form-specific help and county codes.
• Save the PDF to your computer for future reference.
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Setting the Return Stage

Return stage helps you manage your returns. The return stage is visible in the return list.

The administrator should follow the procedure for creating Return Stages as outlined in 
Publication 3189.

Setting the return stage from inside the tax return:

1. Open the return.
2. Select the Return Status icon.

Setting the Return Stage
Return stage helps to manage the returns. While a return is open, the Return Stage can be set 
by selecting the Return Status icon on the toolbar. 

The following box will open in a second window:

The return stage can also be set when the return is closed from the Return list. 
• Select the stage in the Stage column from the dropdown list.
• Close this screen by clicking on the “X” on the title bar of the Return Status window.
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Running Diagnostics and Creating an Electronic File

• Select the Run Diagnostics icon for the active return.

The following illustration shows the diagnostics details: 

• Correct all e-file errors.
• Select the Run Diagnostics icon again.

The following illustration shows the diagnostics details after all e-file errors have been corrected:

 

• Select the Mark as Ready to E-file checkbox.
• Close the return.
• Complete this step prior to printing the return. This will print the DCN on Form 8879.
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Printing the Active Tax Return

• The pop-up blocker must be disabled.
• Adobe Reader 7.0 or higher is required to print returns.

To print a return while you have the return open, you can click the task bar’s Print Return 
button. In the pop-up box, click on the Download PDF Return link.

When you click on this link, you will see the File Download box shown below. Click the Open 
button on this box.

Note: Be sure to select Open and not Save. Selecting Save will copy 
to the computer the PDF which has sensitive taxpayer information 
that is difficult to completely erase. Also, see TWO Printing Security 
Requirements in Publication 3189 for important information.
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Once the PDF file opens, you can select To Print by clicking on the Print Return icon on the 
task bar.

Note: This will print the entire return. To print a specific 
page, identify the page number, change the print range, 
and increase the number of copies for that page.

• Select Cancel to cancel the printing process.

Printing from the User Homepage

• Select the Print Return icon.

The following illustration shows the Print Returns dialog box:

• Select the appropriate returns to print.
• Click on the Submit button.
• Click OK to confirm the selected returns to print.
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The following illustration shows the Get Document dialog box:

• Select the appropriate Get Document link to display the PDF.
• After printing the appropriate returns, click the Close button.
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Printing from the PDF file

The PDF file will include one completed copy of each completed form inside the tax return.

• Open the File menu.
• Select Print…
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The following illustration shows the Adobe Reader Print dialog box:

Defaults to your Windows default printer.

Scenario: Print 1 copy of the return and 2 copies of Form 8879, if applicable.

•  The first print will provide a copy of the tax return and a copy of Form 8879. All the 
pages of the first print should be given to the taxpayer as a record copy.

• Print the second copy of Form 8879 by printing the specific page. This is your file copy. 
The taxpayer(s) should sign this copy. This copy must be retained for 3 years, if using 
the Practitioner PIN Signature Method.
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 1. Complete the applicable state forms.
 2. Look in the tree for forms with red 

exclamation marks.
 • Open the form and look for red entries, 

then correct or complete.
 • A red block with a zero in it does not 

necessarily prevent a return’s being 
e-filed. If the diagnostic does not indicate 
error, then it will not be a problem. Press 
F3 on the red block to remove the red.

 3. Check return. Press F7 to see the Tax Return 
Summary.

 • Review with the taxpayer. Click OK to 
close the summary.

 • See balance-due issues and payments 
later in this section.

 4. If e-filing, the taxpayer must select the PIN 
method. Return to the Main Information 
Screen to complete the PIN information.

 5. If the return is for paper filing, check that the 
Main Information Screen has Paper selected 
for Type of return. Check that the state form 
reflects the taxpayer choice as well.

 6. Run Diagnostics.
 • Review warnings to see if any changes 

are needed.
 • If there are any filing errors, click the 

Next Entry button in mid-screen (the 
form to correct will be in the lower screen 
and cursor will be on error) and make the 
necessary correction. When there is an 
error on a Form W-2, clicking Next Entry 
will display only the first Form W-2; if the 
return has multiple Form(s) W-2, you 
may have to open them from the tree to 
find the error. Continue until all errors are 
corrected. Rerun diagnostics.

 • When there are no electronic errors, if 
you want to e-file the return, click the 
e-file button (mid-screen), click OK (e-file 
created). Click Close to go back to tax 
return.

 • Quality Review. (The quality review can 
be done either here or after printing.) 
If errors are found, correct, rerun 
diagnostics, and recreate e-file.

 7. Click the applicable box for TaxWise® or 
TWO.

 8. Print return, for e-file returns:
 • For Practitioner PIN, 2 copies of Form 

8879 are required.
 • For Self-Select PIN, no additional form is 

required.
 • If Form 8453 is used, 3 copies are 

required.
 9. Collate return and review with the taxpayer. 
 10. For e-file return, use applicable approach: 
 • Practitioner PIN, obtain original signature 

on Form 8879 before transmission.
 • Self-Select PIN, taxpayer must enter PIN 

in TaxWise® before transmission.
  If the return is a joint return, advise the 

taxpayer that it will not be electronically 
transmitted until both signatures or PINs, as 
applicable, are entered. 

 11. For a paper return, advise the taxpayer to:
 • Sign and date the return (federal and 

state, if applicable).
 • Also have the spouse sign the return, if a 

joint return.
 • Attach copies of Form(s) W-2 and any 

Form(s) 1099 with withholding.
 • Attach a copy of the federal form(s), if 

applicable, to the state return.
 12. If a child cannot sign his or her name, the 

parent or guardian can sign the child’s name 
in the space provided followed by the words: 
By (parent or guardian signature) parent or 
guardian for minor child.

 13. Follow Distributing Copies of Return shown 
later in this section.

 14. Complete site log, if applicable.

Completing a Return in TaxWise®
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There are two signature methods for e-file 
returns: Practitioner PIN and Self-Select PIN. 
The Practitioner PIN method is the preferred 
electronic signature method for taxpayers.

Practitioner PIN Guidelines
What? The PIN can be any five numbers except 
all zeros. If filing a joint return, a PIN is needed for 
the taxpayer and their spouse. The Practitioner 
PIN option requires the completion of Form 8879, 
IRS e-file Signature Authorization or Form 8878 if 
filing Form 4868 with electronic funds withdrawal. 
The taxpayers may authorize the volunteer to 
enter their PIN on their behalf using Form 8879.

How to use the Practitioner PIN option 
in TaxWise®

•  Go to “Main Information Sheet.”
•  Scroll to the “Self-Select and Practitioner 

PIN(s)” section.
•  Enter the ERO PIN “98765” (this is the 

designated ERO PIN for all volunteer e-file 
sites and can be set as a default).

•  Check the box below the PIN field to select the 
Practitioner PIN method.

•  Tab to “The Income Tax Return” and place an 
“X” in the box. (This should be set as a default.)

•  In Part III, of Form 8879, the volunteer must 
enter the EROs signature, which should be 
defaulted with the site name, SIDN and current 
date.

When the following has been 
accomplished, PIN(s) can be entered 
by the tax preparer.
•  Return has been quality reviewed.
•  The customer(s) agrees with the return.
•  Go to the “Taxpayer/Spouse PIN” section and 

enter PIN(s) for the taxpayer(s). Check the “I 
authorize box” for each taxpayer and enter the 
date.

•  Print the return and two copies of Form 
8879 (Form 8878, if filing Form 4868 with 
electronic funds withdrawal). Provide one copy 
to the taxpayer for their record and have the 
taxpayer(s) sign the second copy. Attach a 
copy of any Forms W-2, W-2G and 1099 (that 
have withholding), to the signed copy. These 
forms must be retained until December 31 of 
the processing year.

•  If the spouse is not available for signature, 
Form 8879 may be taken home by the taxpayer 
for signature by the spouse.

Self-Select PIN Guidelines
The Self-Select PIN method is an additional 
electronic signature method for taxpayers.

Why? It eliminates the requirement for Form 
8879, IRS e-file Signature Authorization.

What? The Self-Select PIN method allows 
taxpayers to electronically sign their e-filed return 
by entering their own five-digit PIN. The PIN can 
be any five numbers except all zeros. If filing a 
joint return, a PIN is needed for the taxpayer and 
his or her spouse. The taxpayer does not need 
to register the PIN with the IRS before filing or 
contact the IRS to get a PIN. If this confuses the 
taxpayer, suggest that they consider entering 
their Zip code as their PIN.

What are the guidelines for entering the 
original adjusted gross income (AGI)?
When taxpayers sign their electronic tax return 
using the Self-Select PIN method, they must 
provide their original prior year AGI or prior year 
PIN for the IRS to validate their identity. The prior 
year AGI is the amount from the taxpayer’s prior 
year originally filed return as accepted by the 
IRS; it is not the amount from an amended return 
or a math error correction made by the IRS. In 
some cases the prior year AGI may have unique 
features as follows:
•  If the prior year return was filed as married 

filing jointly with the same spouse, enter the 
same prior year total AGI amount for each 
taxpayer. Do not divide the amount between 
the taxpayers. 

•  If the prior year return was filed as married 
filing jointly with a different spouse, enter the 
prior year total AGI amount from the joint return 
filed with the ex-spouse. 

•  If the taxpayer did not file a prior year tax 
return, the prior year return was filed after 
December 9, 2007, the prior year AGI was 
zero, or the taxpayer did not need to file 
a prior year tax return but filed a return 
anyway, the taxpayer must enter “Zero” for the 

PIN Guidelines
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original prior year AGI amount. Do not leave 
this field blank; the return will be rejected if 
the field is left blank for a zero amount.

•  If the taxpayer’s AGI is negative, the negative 
amount should be entered.

•  If the taxpayer is unsure of his or her original 
prior year AGI, he or she may call IRS 
Customer Service at 1-800-829-1040. 

How to Use the Self-Select PIN Option 
in TaxWise®

•  Go to the “Main Information Sheet.”
•  Scroll to the “Self-Select and Practitioner 

PIN(s)” section. For ERO PIN, enter “98765.” 
(This is the designated ERO PIN for volunteer 
sites and can be set as a default.) Do not 
check the box below it.

•  Tab to “Income Tax Return” and place an “X” in 
the box. (This can be set as a default.)

•  After the return is completed and reviewed, 
return to the “Main Information Sheet.”

•  If the taxpayer(s) chooses to use the Self-
Select PIN, let the taxpayer(s) enter their PIN. 
Enter the date and the taxpayer(s) prior year 
AGI or PIN. 

•  Copies of any Form(s) W-2, W-2G, and 1099 
(that have withholding) must be retained 
until December 31 of the processing year. 
Suggestion: since you should remove Form 
8879 from your “Print Packet” for the Self-
Select PIN process, these forms may be 
attached to the printed copy of the Main 
Information Sheet that prints from TaxWise®.

Removal of Form 8879 from the Print Packets:
The following procedures should be taken 
only when the Self-Select PIN option is used. 
TaxWise® software is programmed to print Form 
8879 each time the Self-Select PIN or
Practitioner PIN method is used. To eliminate 
the automatic print of Form 8879 when the Self-
Select PIN is used, edit Print Packets by taking 
the following steps:
 1. Go to Tools.
 2. Select Utilities/Setup Options.
 3. Select Setup.
 4. Select View/Edit Print Packets.
 5.  Highlight the “Pin Auth form” on the right side 

under “Selected Forms to Use.”
 6. Right-click and choose Remove. 

Note: TaxWise® software users—Do not 
delete Form 8879 from your TaxWise® Tree. 
The information contained in this form must be 
included in the e-file.

Form 8453, U.S. Individual Income Tax 
Transmittal for an IRS e-file Return
Beginning with the 2008 filing season, the Form 
8453 is no longer used as a signature document 
to e-file a return. A newly designed Form 8453 
will be used to transmit specific supporting 
documents that cannot be e-filed. Those paper 
forms, schedules and supporting documents 
include:
•  Form 1098-C, Contributions of Motor 

Vehicles, Boats, and Airplanes (or 
acceptable documentation/required Donor 
Documentation);

•  Form 2848, Power of Attorney and Declaration 
of Representative (only for an electronic return 
signed by an agent);

•  Form 3115, Application for Change in 
Accounting Method;

•  Form 3468, Investment Credit (if Historic 
Structure Certificate is required);

•  Form 4136, Credit for Federal Tax Paid on 
Fuels (if certificate and/or reseller statement is 
required);

•  Form 5713, International Boycott Report; 
Form 8283, Noncash Charitable Contributions, 
Section A (if statements) required) or

•  Section B, Donated Property;
•  Form 8332, Release of Claim to Exemption 

for Child of Divorced or Separated Parents (or 
similar statement); 

•  Form 8858, Information Return of U.S. Persons 
With Respect to Foreign Disregarded Entities;

•  Form 8864, Biodiesel and Renewable Diesel 
Fuels Credit (if certificate and/or reseller 
statement is required);

•  Form 8885, Health Coverage Tax Credit;
•  Schedule D-1, Continuation Sheet for Schedule 

D (Form 1040) (or acceptable substitute) if the 
taxpayer elects not to include their transactions 
on the electronic STCGL/LTCGL Records;

•  Worksheets 1 through 4 from Pub. 517, Social 
Security and Other Information For Members of 
the Clergy and Religious Workers
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The Form 8453 is only to be used when the 
additional forms or supporting documents are 
required to be attached to the return. Form 
8453 is to be mailed to the Austin Submission 
Processing Center within three business days.
The Declaration Control Number (DCN) must 
be entered on the Form 8453. The IRS requires 
that the DCN on the Form 8453 match the DCN 
on the electronic file. Once a return has been 

assigned a DCN, it will keep that DCN, even if it 
is re-transmitted

State Return
State rules may differ; contact your state 
Volunteer e-file Coordinator for instructions on 
the handling of any state signature documents 
for record keeping requirements, or contact your 
local SPEC office.
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A return is not considered valid unless it is 
signed. Both spouses must sign if the return is 
filed jointly. The return should be dated and the 
occupation lines should be completed.

Child’s Return
If a child cannot sign his or her name, the parent, 
guardian, or another legally responsible person 
must sign the child’s name in the space provided 
followed by the words “By (parent or guardian 
signature), parent or guardian for minor child.”

Deceased Taxpayer
If a taxpayer died before filing the return, the 
taxpayer’s spouse or personal representative 
may have to file and sign a return for the person 
who died. A personal representative can be 
an executor, administrator, or anyone who is in 
charge of the decedent’s property.

If the taxpayer did not have to file a return but 
had tax withheld, a return must be filed to get a 
refund.

Filing Returns of Deceased Taxpayers
If filing a paper return, write “Deceased,” the 
decedent’s name, and the date of death across 
the top of the tax return.

If the spouse died during the year and the 
surviving spouse did not remarry, a joint return 
can be filed. If the spouse died before signing 
the return, the executor or administrator must 
sign the return for the deceased spouse. If the 
surviving spouse or anyone else has not yet 
been appointed as executor or administrator, 
the surviving spouse can sign the return for the 
deceased spouse and enter “Filing as surviving 
spouse” in the area where the return is signed. 

Filing Returns for Deceased Taxpayers—
Using TaxWise®

If the taxpayer or spouse died in 2008 or 2009, 
the “Name line 2” must be completed on the 
Main Information Sheet. Type the name of the 
person filing the return for the deceased person. 
Do not type the percent (%) sign; type only the 
name. This may be the surviving spouse if the 
filing status is married filing jointly, or a personal 
representative such as an executor, administrator, 
or anyone who is in charge of the deceased 
taxpayer’s property.

In the Taxpayer Information section of the Main 
Information Screen, the date of death for the 
taxpayer must be entered.

Claiming a Refund for a Deceased Person
If a surviving spouse is filing a joint return with 
the decedent, file the tax return to claim the 
refund. Court-appointed representatives should 
file the return and attach a copy of the certificate 
that shows their appointment. All other filers 
requesting the decedent’s refund should file the 
return and attach Form 1310.

The signing spouse should have a valid 
Power of Attorney (POA) which must be 
attached to the tax return. However, a spouse 
does not need POA to sign for the deceased 
spouse.

Return Signature
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Pointers for Direct Deposit of Refunds

Note: The routing and account numbers may 
be in different places on the check.

Caution: Financial institutions gener-

ally do not allow a joint refund to be 

deposited into an individual account. 

The IRS is not responsible if a fi nancial 

institution refuses a direct deposit.

!

In TaxWise® direct deposit information for just 
one account needs to be entered on both the 
Main Information Sheet and Form 1040 or Form 
1040A, page 2. Also enter the information on the 
applicable line on state forms.

Note: Do not use a checking account deposit 
slip as proof of account because the routing 
number may be different than on a check.

 1. Using a check as proof of account, verify:
 • Routing Transit Number (RTN). The RTN 

must contain 9 digits and begin with 01 
through 12 or 21 through 32.

 • Depositor Account Number (DAN). The 
DAN can be up to 17 characters. Omit 
spaces, the actual check number, special 
symbols, and the dollar amounts on 
canceled checks.

 2. For direct deposit into savings accounts: 
Routing numbers and account numbers for 
savings accounts may not be the numbers 
on the deposit slip or the monthly statement. 
Obtain a statement from the financial 
institution to verify the routing number and 
account number for savings accounts used 
for direct deposits.

 3. Taxpayers can direct deposit a refund to 
a TreasuryDirect online account to buy 
U.S.Treasury marketable securities and 
savings bonds. For more information, 
go to www.treasurydirect.gov.

 4. Double-check the RTN of the financial 
institution before the return is transmitted if:

 • You are unfamiliar with the financial 
institution. (Some types of accounts that 
exist through brokerage firms cannot 
accept direct deposits.)

 • The RTN is for a credit union, which 
is payable through another financial 
institution. The taxpayer should contact 
his or her credit union for the correct RTN.

 5. Entering the incorrect RTN and/or DAN will 
result in a 4–6 week delay of the refund! If 
the direct deposit is voided, a paper check 
will automatically be mailed to the address 
on the electronic tax form.

 6. Remember the split refund option: If a 
taxpayer chooses to direct deposit his or her 
refund into two or three accounts, you will 
need to complete Form 8888, Direct Deposit 
of Refund to More Than One Account.
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Taxpayer
 • Form 1040 with all forms/schedules including 

Form 8879 and Form 8453 if applicable
 • Form 8332, if applicable
 • Original Power of Attorney, if applicable
 • State forms/schedules, as applicable
 • All other taxpayer documents including 

Form(s) W-2 and Form(s) 1099
 • If Self-Select PIN is used, no other 

distribution of forms is needed.

Please complete the following:

IRS Processing Center (for e-filed return—after 
acknowledgement received)
 • Form 8453, if applicable
 • Copy of Form 8332, if applicable
 • Copy of Power of Attorney, if applicable
 • Any other required attachments

IRS SPEC Territory Office (as directed; generally 
at the end of the season)
 • Form 8453, if applicable
 • Form 8879 with original signature, if 

applicable
 • Form 8332, if applicable
 • Copy of Power of Attorney, if applicable
 • Copy of Form(s) 1099, if required, and 

Form(s) W-2
 • Any other required attachments

Refer to PIN guidelines earlier in this section for 
more information.

Important Note: Please advise your sites that 
they must inform all taxpayers who e-file their 
return that they will not receive a tax package 
in the mail the following year. Forms and 
publications may be accessed via the Internet at 
www.irs.gov/formspubs.

Distributing Copies of Returns



Balance Due Returns 
(See Form 1040, 1040A, or 1040EZ Instructions for additional information)

General Information
 • Taxpayers do not have to pay if balance due is less than $1.
 • Payment in full is due by April 15, 2009, to avoid interest and penalties.
 • Taxpayer should file his or her return by April 15, 2009, to avoid a failure-to-file penalty. 

Payment Methods
 1. Check or money order payments 
 • Do not attach the payment to the return.
 • Make check or money order payable to “United States Treasury.”
 • On checks, write “2008 Form 1040, 1040A, or 1040EZ” in the memo or “For” section.
 • Write name, address, daytime phone number, and SSN/ITIN on the payment.
 • If filing a joint return, enter the SSN/ITIN shown first on the return.
 • Submit the payment with a properly completed Form 1040V, Payment Voucher.
 • No cash payments

 2. Credit card payments 
 • American Express, Discover, Mastercard, or Visa cards are accepted.
 • A convenience fee will be charged by the service providers:  
  Official Payments Corporation   Link2Gov Corporation
  1-800-2PAY-TAXSM (1-800-272-9829)   1-888-PAY-1040SM (1-888-729-1040)
  1-877-754-4413 (Customer Service)   1-888-658-5465 (Customer Service)
  www.PAY1040.com    www.officialpayments.com
 • See instruction booklet or call service provider for details. 

 3. Electronic Funds Withdrawal
   E-filing allows taxpayers to file their return early and schedule their payment for withdrawal from 

their checking or savings account on a future date up to April 15, 2009. (See Tab 6, Other 
Taxes and Payments in the TaxWise® part of Publication 4012 for details.)

 4. EFTPS (Electronic Federal Tax Payment System)
   Taxpayers can use EFTPS to pay their federal taxes, but they must enroll first. EFTPS is a 

fast, easy, convenient and secure service provided free by the Department of Treasury.  For 
more information you can visit IRS.gov. Click on the e-file logo and look for “Electronic Payment 
Options” and the EFTPS logo. To enroll, visit EFTPS.gov or call EFTPS Customer Service at 
1-800-316-6541 (for individual payments). TTY/TDD help is available by calling 1-800-733-4829.

What if the taxpayer cannot pay?
 • The taxpayer can request a Full Pay Within 60 or 120 day Agreement. There is no user fee, but 

penalty and interest are charged for any amount paid after April 15th.
 • The taxpayer may ask to make monthly installment payments by completing Form 9465, 

Installment Agreement Request. Penalty and interest are charged on any amount paid after 
April 15th. A fee is charged if the request for an installment agreement is granted. Form 9465 can 
be e-filed with the tax return. 

For more information taxpayers can go online to the IRS website at www.irs.gov for the Online 
Payment Application (OPA), Enter keyword search: OPA.
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Check Your Work – The Quality Review

 • Ensure that each return you file is accurate prior to obtaining the taxpayer’s signature.
 • Each site should have their own review process which may include the following:

The Volunteer Preparer

 1. Advise the taxpayer of the importance of this final step and their role in the process.
 2. Compile the taxpayer supporting documents and their intake and interview sheet (including 

notes taken during the intake and interview process.)
 3. Introduce the taxpayer to your site’s quality reviewer and provide him/her the items in Number 2 

above. 
  (NOTE:  You may put the document in the taxpayer’s record keeping envelope, Publication 730.)

The Quality Reviewer

1. Introduce yourself to the volunteer
2. Remind them of the importance of this process and what to expect.
3. Answer any questions the taxpayer may have and make sure all your questions are answered.
4. Review the taxpayer’s document and tax return (with the taxpayer while completing one of the 

following forms):
 • Form 8158, Quality Review Sheet or 
 • An IRS approved partner developed Quality Review Sheet 
5. Conduct the review by reviewing (at a minimum):
 • Identification documents 
 • Social Security Number/Individual Tax Identification Number  
 • Banking information for direct deposits or debits 
 • Forms W-2 
 •  Forms1099 income statements (Types of income include miscellaneous, interest, 

dividend, retirement, real estate transactions, state refunds, etc.) 
 • Any earned income not reported on W-2. 
 • Form 1098 Mortgage Interest/Taxes Paid 
 • Childcare statement from the provider which includes the provider’s EIN or SSN  
 • Charitable Contribution statements 
 • Student loan interest statements 
 • Education/tuition payments 

If there are errors:
 • Make the correction(s) on Form 13614-C or IRS approved partner form
 • Correct the return and (if applicable) review again with the taxpayer.
 • Obtain the appropriate taxpayer’s signature and e-file the return. (See closeout below.)

If there are no errors:
 • Obtain the appropriate taxpayer’s signature(s) and e-file the return. (See closeout below.)

The Closeout: 
 •  Place the copy of the taxpayer’s return and supporting documents in Publication 730 

(Record Keeping Envelope) (including Form 8879, IRS e-file Signature Authorization (if 
applicable).

 • Advise the taxpayer to bring his/her tax return back next year.

TAX
RETURN

QUALITY CHECK



TIP There’s a place for you on the IRS Internet site 

Visit the Partner Products and Volunteer Resource Center for information on the latest 
hot topics.

For example:

• Information on Community Volunteer Income Tax Assistance Matching Grant

• Information on new tax law

• Split refunds

• Disaster Relief

• Mortgage Forgiveness Debt Relief Act

• Economic Stimulus Payment (ESP)

• Recovery Rebate Credit (RRC)

• Heroes Earnings Assistance and Relief Tax Act of 2008, Provision 101 (HEART ACT)

and information you can use to prepare a quality return: 

• Volunteer Return Preparation Program (VRPP) Quality Improvement Process for tax 
year 2008 

• Volunteer quality alerts contain the latest volunteer tax law updates and other helpful 
tips throughout the fi ling season

• The site identifi cation number should be shown on all returns prepared. 

• Quality site requirement alerts 

Log-on at www.irs.gov – Keyword: Community Network

TIP

Avoid Processing Delays – Incorrect 
SSN/ITIN Usage

The incorrect use of SSNs/ITINs can lead to delays in a taxpayer receiving a refund. 
There are two types of incorrect usage:

• Using a SSN/ITIN that was not assigned to the taxpayer (i.e., using some other 
person’s SSN/ITIN).

• Usage of a correct SSN/ITIN by more than one taxpayer (i.e., two taxpayers fi ling 
separately and claiming the same dependents).

Note: Please advise taxpayers who e-fi le their return that they will not receive a tax 
package in the mail next year. Forms and publications may be accessed via the Internet 
at www.irs.gov/formspubs.
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Amended Returns

This information presumes you have the original return in TaxWise®.

 • Open the original return in TaxWise®. If the return was previously adjusted by the IRS, 
now is the time to fix the original return to match the changes the IRS made. Do this 
before you open up Form 1040X.

 • Go to the add form/display form list and open Form 1040X, pages 1 and 2.
 • Check the box on page 1 of Form 1040X that is in the statement “check [ ] to override 

all original entries.” Check this box before making changes to any other forms. This will 
“freeze” the numbers in column A. Remember, column A represents the original or IRS 
adjusted return.

 • If the taxpayer filed a state return, he or she may be required to amend that return as well. 
Open the state’s amended forms. Check the box on page 1 of the state’s amended return 
that is in the statement, “check the box [ ] to override all original entries.” Check the box 
before making changes to the Federal Return. 

 • Now go back to the original return (starting with the Main Information Sheet if items such 
as a new address, filing status, and/or dependents are affected) and act as if you are 
preparing the original return. Make the required changes: for example, add another Form 
W-2, add a dependent, take away a dependent, complete the child care Form 2441, etc.

 • TaxWise® will fill out Form 1040X Part I, then Part II, Explanation of Changes must be 
completed. Make sure the explanation is clear and contains all the information that is 
needed to process From 1040X. Identify line #s that changed in Part I.

 • Review the forms tree on the left for any red exclamation points and fix them. 
 • Taxpayer(s) must sign amended return(s) and mail to IRS and/or to state agency. 

Amended returns cannot be e-filed.
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Tax Law
Adjustments 
 Alimony Requirements ............................................... E-1
 MAGI and IRA Deductions—with No Retirement Plan E-2
 MAGI and IRA Deductions—with Retirement Plan ...... E-2 
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 Student Loan Interest Deduction ................................ E-3

Amended Returns ........................................................14-2

Balance Due Returns ..................................................13-8

Credits 
 Child and Dependent Care Expenses ........................G-1
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Notes



Frequent Taxpayer Inquiries

Peel-Off Label

Taxpayers who e-fi le their return are normally removed 
from the IRS tax return package mailing list. If the 
taxpayer did not receive a tax return package and a paper 
return is fi led, print or type their name and address in 
the space provided.
Installment Payment 

Publication 594, The IRS Collection Process, explains 
taxpayers’ rights and responsibilities regarding payment 
of federal taxes. 
Copies of Prior-Years’ Returns 

Taxpayers should complete Form 4506, Request for Copy 
or Transcript of Tax Form, and mail it, with the required 
fee, to the IRS campus where the return was fi led. 
A transcript of a prior-year return may be obtained, also 
using Form 4506. There is no charge for the transcript 
which shows most line items from the original return, 
including accompanying forms and schedules.
Amended Returns

Form 1040X, Amended U.S. Individual Income Tax Return 
should be used by taxpayer to amend their return. Many 
mistakes are corrected in processing by the IRS and 
a letter of explanation is mailed at the time an error is 
identifi ed or when a refund is issued. In these cases, 
taxpayers are not required to fi le an Amended Return as 
the corrections have already been made.
Preparation of amended returns has a narrow scope in 
the VITA/TCE program. Volunteers can assist taxpayers 
with an amended return if both of these statements 
are true.
1. The 1040X is for the current year. 
2. The original return was prepared at that same site.
Taxpayer Address Changes

Taxpayers should use Form 8822, Change of Address, 
to notify the IRS of any change of address. If taxpayers 
move after fi ling the return and before a refund is 
received, they should notify their old post offi ce and the 
IRS of their new address. 
Recordkeeping

Taxpayers should keep their tax documents until the 
statute of limitations runs out for the return. Usually, 
this is three years from the date the return was due 
or fi led, or two years from the date the tax was paid, 
whichever is later Refer taxpayers to Publication 552, 
Recordkeeping for Individuals or at www.irs.gov 
– keyword: Recordkeeping.
FREE Tax Preparation Locations 

Consult your site coordinator for information about the 
location of other VITA/TCE sites in your area. Taxpayers 

may call 1-800-829-1040 or visit AARP’s website at 
www.aarp.org/taxaide or call 1-888-227-7669 for this 
information. 

Problems Navigating the IRS

Taxpayers may contact the Taxpayer Advocate if their 
attempts to deal with an IRS problem are unsuccessful. 
Taxpayers can visit www.irs.gov/advocate or see 
Publication 1546, for details on what the Taxpayer 
Advocate Service provides. Also suggest Publication 
910, Guide to Free Tax Services.
Refund Information

Taxpayers should be directed to www.irs.gov to obtain 
information about their refund. Specifi c information is 
available by clicking on “Where’s My Refund?”
Innocent Spouse Relief 

Taxpayers who fi le a joint tax return are jointly and 
individually responsible for the tax and any interest or 
penalty due on the joint return even if they later divorce. 
In some cases, a spouse (or former spouse) will be 
relieved of the tax, interest, and penalties on a joint tax 
return. Spousal relief is granted in certain situations 
when a taxpayer can prove he/she is not liable for 
amounts due in joint fi ling situations.
Taxpayers should see Publication 971, Innocent Spouse 
Relief which explains the types of relief, who may qualify 
for them, and how to get them. Married persons who 
did not fi le joint returns, but who live in community 
property states, may also qualify for relief.   
Injured Spouse Relief

An injured spouse claim is different from an innocent 
spouse relief request. An injured spouse claim requests 
the division of tax overpayment attributed to each 
spouse. The injured spouse must fi le Form 8379, Injured 
Spouse Claim and Allocation, to request his or her 
portion of the joint refund. The injured spouse must 
have made payments such as Federal income tax 
withheld from wages or estimated tax payments, unless 
EITC or another refundable credit was claimed on the 
joint return.
Married Filing Separately Advantages

Unless required to fi le separately, married taxpayers may 
want their tax fi gured on a joint return and on separate 
returns, to make sure they are receiving the most 
advantageous fi ling status. Generally, however married 
taxpayers pay more combined tax on separate returns 
than they would on a joint return. See Publication 17, 
Filing Status for Special Rules.

Taxpayers normally ask questions during the interview process about the topics covered in 
this section. Visit www.irs.gov-keyword: 1040 Central or see Publication 17 for additional 
topics and information. 



Contact Information for Volunteers

TaxWise

TaxWise Volunteer Support    1-800-411-6391(do not give to the public)

TaxWise Toll-Free Transmission    1-800-829-5945

TaxWise via E-Mail     customer.support@taxwise.com 

TaxWise Website      www.taxwise.com

Internal Revenue Service

VITA/TCE Hotline (for volunteer use only)  1-800-829-8482 (800-TAX-VITA)

IRS e-fi le Help Desk      1-866-255-0654

Foreign Student/Scholar Issues    1-800-829-1040

 or to e-mail a question    www.irs.gov/taxlaw – select Alien issues

IRS SPEC Territory Office    _________________________

Enterprise Service Desk (Help Desk)   1-866-7HELP4U (1-866-743-5748)

State Department of Revenue

State Volunteer Hotline     _________________________

State e-file Help Desk     _________________________

State General Information     _________________________

State Tax Forms Distribution Center   _________________________

State Website      _________________________

Partner Point of Contact     _________________________

Contact Information for Taxpayers

IRS Tax-Help      1-800-829-1040

IRS Refund Hotline     1-800-829-1954

Where’s My Refund Website    www.irs.gov    

IRS Forms and Publications    1-800-829-3676

IRS Taxpayer Advocate     1-877-777-4778

IRS Tax-Help for Deaf (TDD)    1-800-829-4059

Social Security Administration    1-800-772-1213




