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	Needs
	Wingman
	Notes

	I Preparation – see Preparation Guide
	
	
	

	II Objectives
	
	
	

	1. Introduce class to TWO
a. Log in
b. Navigation
c. Training TIN usage
d. Return stage
e. Exiting TWO
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	III Logging into TWO for the first time:
	
	
	

	1. Direct class to boot up laptops and open IE browser (or Google Chrome browser)
	TWO
	Boot up and open browser
	

	2. Direct class to section in Pub. 4012 re: TW login, etc.
	4012 N-1
	Project 4012 page N-1
	

	3. If no shortcut set up, class to type the URL TWONLINE.TAXWISE.COM/TRAINING
	TWO
	Project how to start TWO per instructor
	

	4. Instruct class to record important log-in information:
	
	
	Students to refer to written instructions

	a. Client ID; UserName; Password; SS# format
	4012 N-1
	Project 4012 page N-1 scroll down
	

	b. Initial password change upon 1st login
	
	
	

	5. Instruct class on use of login information & login procedure
	
	
	Students to refer to written instructions

	6. Have class shadow actual login procedure
	TWO
	Project login per instructor
	

	IV Creating a New Return:
	
	Assign base training template
	

	1. Instruct class to shadow as a NEW RETURN is created SS# 064-XX-xxxx
	TWO
	Follow instructor's step-by-step direction  to create a new return 064-XX-xxxx
	The last four digits of the primary TP SS# when creating a NEW return in TWO/Training must be the last 4 digits of the EFIN
Can use any digits for other TINs – but always use the first three from the workbook

	2. Instruct class to keep the return open
	TWO
	
	The middle two numbers should be assigned uniquely to each member of the class 10 – 99
Again, important only for primary TP

	V Navigating the 1040
	
	Still in 064-XX-xxxx
	

	1. Still in 064-XX-xxxx 
	
	
	

	2. Briefly cover sections of 13614-C w/ class
	Handout form 13614-C
	Project 13614-C per instructor
	Note: Instruct class that the next lesson will explore in detail the 13614-C and its use

	3. Focus on Section I of the 13614 & relationship of this to Main Info sheet; class shadows
	TWO
	Project TWO - Main Info page
	

	4. Take class through an examination of the main sections of the 1040 highlighting the process based training approach to preparing a return
	TWO
	Project sections of 1040 per instructor’s directions
	Highlight:  income, adjustments, deductions, exemptions, taxes, nonrefundable credits, additional taxes, refundable credits and payments

	5. Demonstrate (class shadows) 
	TWO
	
	Mentors to assist (but not do) as needed

	a. Using the Forms Tree
	
	
	

	b. Alternative ways of adding Forms
	
	
	“+” on form or add a form

	c. Deleting forms
	
	
	“-“ On Tree  or right click and delete

	d. Closing the return; locating the return in their return list; and re-opening the return
	
	Follow direction of instructor for each step
	

	e. The existence of the state tax forms on the Tree
	
	
	Only if a state has been set up in the template

	f. Setting the return stage
	
	
	From within the return; from the return list

	g. Exiting TaxWise
	
	
	

	6. Discuss tree color coding and symbols
	
	
	Green checkmark – complete
Red yellow warning – incomplete
Gray - inactive

	7. Scroll down Main Info to a red field
	TWO
	Follow instructor
	

	a. Describe estimated field – a red field that may require an entry or F3 to clear the red
	
	
	Estimation is a way to populate the tree with forms most often used
TC or LC will take care of this
User may need complete the field or clear the red as appropriate

	VI Evaluation Of Session:
	
	
	

	1. Did any student have difficulty shadowing the instructor
	
	
	Would greater mentor interaction help?
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