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After completing this topic, you will be able to: 

1. Start a tax return in TaxSlayer Pro Online. 
2. Select a filing status. 
3. Enter personal information for the taxpayer and spouse. 
4. Enter dependent information. 
5. Add IRS Identity Protection PIN(s). 

Starting a New Return 
After you log in, TaxSlayer Pro Online displays the Welcome to… page: 
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To start a new return, use the following steps: 

1. Click Select on the Start New Tax Return line. 

TaxSlayer Pro Online displays the Available Taxpayer Profiles page: 
 

2. Select a taxpayer profile. For this lesson, select Basic. 
3. Click Enter Social Security Number. 
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Taxslayer Pro Online displays the Enter Social Security Number section: 
 

4. Type the taxpayer’s Social Security number (SSN) or Individual 
Taxpayer Identification Number (ITIN). 

5. Type the taxpayer’s Social Security number or ITIN again for 
verification. Use the taxpayer’s documentation to type the number 
both times to avoid an incorrect entry. 

6. Click Start Return. 

NOTE: You can choose a Taxpayer Profile to automatically display income 
and adjustment entry pages that most closely reflect information from the 
taxpayer. When you do this, you save time in the return. You can still add 
other information to the return after you complete any of the necessary 
forms displayed by the taxpayer profile. For more information on taxpayer 
profiles, see the Entering Basic Income lesson. 
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TaxSlayer Pro saves the new return and displays the What’s your filing 
status page: 

 
 
 
 
 
 
 
 
 
 
 

Desktop Tip: If you use the TaxSlayer Pro desktop application, TaxSlayer 
Pro verifies the primary Social Security number or ITIN when you type the 
taxpayer information on the Personal Information Entry menu. 

TIP: If you select Nonresident Alien select a nonresident filing status, you 
cannot change back to a resident filing status (i.e. Single, etc.) on the tax 
return. 

Working in the Return 
Layout and Links 
Use the left navigation panel to determine your current section of the tax 
return. The sub-menu links in the left navigation panel show you more 
detail on the section. 
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If you need to close the return, click Save & Exit Return at the left. 
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Session Expiration 
If you are inactive for 17 minutes, TaxSlayer Pro Online displays a warning: 

 

Click Yes to remain logged in. If you do not click YES within the three 
minutes, TaxSlayer Pro Online logs you out and displays the Office Client 
List. You will need to log in again. 

TIP: TaxSlayer Pro Online saves the data you enter when you click 
Continue on each page. If your session times out before you click 
Continue, TaxSlayer Pro Online does not save the data. 

Required Information 
If you do not complete a required box on the page and attempt to continue 
to the next page, TaxSlayer Pro Online displays a warning in red either at 
the top of the top of the page or on the box: 

 
 
 

Click the warning to go to the error and correct it. 



Pro Online: Starting a Tax Return 9  

 
 
 
 
 
 

Federal AGI and Refund Amount 
As you work through the return, TaxSlayer Pro displays the federal AGI, 
federal and state refund amount: 

 
 
 

NOTE: If you have not added a state, TaxSlayer Pro Online displays N/A 
for the state refund amount. 

Selecting a Filing Status 
When you start a return, TaxSlayer Pro displays the What’s your filing 
status? page, as discussed previously: 
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If you know the taxpayer’s filing status based on the information he or she 
gives you, use the following steps: 

1. Select the appropriate filing status. 
2. Click Continue. 

Using the Filing Status Wizard 
If you need help determining the filing status, use the following steps: 

1. Click Filing Status Wizard. 

TaxSlayer Pro Online displays the Filing Status Wizard: 
 
 
 
 
 
 
 
 
 
 
 

2. Read each question in the wizard to the taxpayer and click the 
appropriate answer. 

When you finish answering all the questions, TaxSlayer Pro Online 
determines and displays the appropriate filing status based on your 
answers: 
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3. Click Finished. 

TaxSlayer Pro displays the What’s your filing status? page with the 
answer from the filing status wizard: 

 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select the appropriate filing status. 

TIP: TaxSlayer Pro Online does not automatically select the filing status. 

5. Click Continue. 
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Entering Personal Information 
After you select the filing status, TaxSlayer Pro Online displays the 
Personal Information page: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Read each box and type or select the appropriate data. 
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Taxpayer Information 
• TaxSlayer Pro Online automatically enters the primary Social Security 

number/Individual Taxpayer Identification Number based on the 
information you typed while starting the return. 

TIP: When entering the date of birth, enter the month and day without the 
leading zero. For example, if the taxpayer’s birth date is May 4, 1986, type 
5, Tab, 4, Tab, 1986, Tab. 

 
 
 
 
 
 
 
 
 
 
 
 

• Select the check boxes to show whether the taxpayer can be claimed 
as a dependent on another return, is a student, blind, etc. 

Note: TaxSlayer changes these selections each year depending on the 
current year tax law. 
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Spouse Information 

TaxSlayer Pro Online displays the Spouse Information section if you 
selected a Married filing status. Complete the information for the spouse 
and select any applicable check boxes. 

TIP: TaxSlayer Pro Online automatically completes the spouse’s last name 
based on the information you typed for the taxpayer’s last name. You can 
change this box if the spouse has a different last name. 

TIP: If you selected the Married Filing Separate filing status and the 
taxpayer does not know the spouse’s Social Security number, type 111-00- 
1111 to continue to the next page. The taxpayer needs to paper file the 
return. 
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Contact Information 

• Select the appropriate check box if the taxpayer has a stateside 
military address or a foreign address. 

• When you type the Zip Code, TaxSlayer Pro Online automatically 
populates the city, state, and resident state. 

TIP: If your resident state is different than the one selected based on your 
current address, you can change the state. TaxSlayer Pro Online loads the 
appropriate Resident State Information page based on this selection 

Finish Page 
When you finish entering the personal information for the taxpayer and, if 
applicable, the spouse, click Continue. 
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Resident State Information 
When you complete personal information with a Resident state, TaxSlayer 
Pro Online displays the Just a few more questions page with questions 
specific to the state you selected. The following screenshot shows Georgia 
as an example: 
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Entering Dependent Information 
When you complete the personal information or state information, 
TaxSlayer Pro Online displays the Dependents or Qualifying Person(s) 
page: 

 
 
 
 
 
 
 
 
 
 
To add dependents to the return, use the following steps: 

1. Click Yes showing that the taxpayer does have a dependent or 
qualifying person. 
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TaxSlayer Pro Online displays the Dependent/Qualifying Child 
Information page: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Type the dependent or qualifying child’s name. 

TIP: TaxSlayer Pro Online completes the Last Name box based on the 
taxpayer’s last name. You can change this information if the dependent has 
a different last name. 

3. Select the date of birth from the lists. 
4. If the dependent does not have a taxpayer identification number, 

select the Check if the dependent does not have an 
SSN/ITIN/ATIN check box. 
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TaxSlayer Pro Online displays a new question to determine whether Form 
W-7 is needed in the return: 

 

5. Select the answer to the question. 
6. If the dependent does have a taxpayer identification number, type the 

dependent’s Social Security number or other identifying number. 
7. Select the dependent’s relationship from the list. 
8. Select the number of months the dependent lived in the home during 

the year. If the dependent lived in Canada, Mexico, or was not in the 
home for other reasons, select the appropriate option from the list. 

9. Select any appropriate check boxes. TaxSlayer Pro Online may 
display additional boxes for you to complete based on the check 
boxes you select. 

 
 
 
 
 
 
 
 
 
 

10. When you finish typing the dependent’s information, click Continue. 



Pro Online: Starting a Tax Return 20  

 
 
 
 
 
 

TaxSlayer Pro Online displays the Dependent or Qualifying Child page, 
listing the dependent you just entered: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. If the taxpayer has more than one dependent or qualifying child, click 
Add to add each one. 

TIP: You can add an unlimited number of qualifying dependents in the 
Dependent or Qualifying Child section. 

12. When you finish entering dependents, click Continue. 

TaxSlayer Pro Online displays the Basic Information page: 



Pro Online: Starting a Tax Return 21  

 
 
 
 
 
 

13. To review the filing status, personal information, or dependent 
information, click Edit for that row. 

14. When you finish reviewing basic information, click Continue. 

Entering IRS Identification PINs 
When you finish the personal information, TaxSlayer Pro Online displays 
the Federal Section. 

 

If the IRS issued identity protection PINs to the taxpayer, spouse and/or 
dependents, use the following steps to add the identity protection PINs to 
the return: 

1. Click Miscellaneous Forms. 
2. Click the BEGIN button on the IRS Identification PIN line. 
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3. Type the appropriate PINs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click Continue. 

Desktop Tip: Enter the Taxpayer/Spouse Identity Theft PIN by clicking 
Other Categories and then Identity Protection PIN from the Personal 
Information review menu. 

NOTE: Enter the Dependent Identity PIN by selecting Identity Protection 
PIN from the Dependent Information review menu. 

We cover adding IRS identity protection PINs in more detail in the 
Payments and Estimates lesson. 
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