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	I Preparation – see Preparation Guide
	
	
	

	II Objectives
	
	
	

	1. Kinds of income to expect, how to use page
	
	
	

	2. Kinds of non-taxable Income
	
	
	Are you familiar with these?

	3. Entering W-2s
	
	
	

	III Basic Instruction on Income
	
	Assign Ser II Training 1 
	Main Info sheet filled out 

	1. Class to open Tab D – Income
	4012
	
	

	a. Class to briefly review pages D-1 to D-5 
	
	Project Pub. 4012 page D-1 etc. per instructor
	Simply to make students aware of the resource
Lessons will go through many of these

	b. Class to read initial interview notes and decide what if anything to do with Mary’s $1,500 inheritance
	NTTC Wkbk
	
	

	2. Instruct class to start NEW Kerry 066-XX-xxxx
	TWO
	Create new Kerry return 066-XX-xxxx
	

	3. Show examples of actual forms and have class navigate TWO to find forms and locate where client info is placed in forms:
	
	Per instructor:
	Compare original tax form and TW input form

	a. W-2
	NTTC Wkbk
TWO
	Project Kerry W-2
Project TWO W2 input form
	Emphasize payer info counts for e-file:  EIN, name and address must match IRS database

	b. Interest
	NTTC Wkbk
TWO
	Project Kerry 1099-INT
Project TWO Interest Stmt
	Columns follow form – although form has more

	c. Dividends
	NTTC Wkbk
TWO
	Project Kerry 1099-DIV 
Project TWO Dividend Stmt
	Columns follow form – although form has more

	d. SSA 1099
	NTTC Wkbk
TWO
	Project Kerry SSA 1099
Project TWO 1040 Wkt 1
	Emphasize care with withholding tax!

	e. 1099-R
	NTTC Wkbk
TWO
	Project Kerry 1099-R 
Project TWO 1099R
	Emphasize payer info counts for e-file

	4. This is a good time to poll the students on their familiarity with the above forms
	
	
	Use information to adapt lesson as needed

	5. Highlight for each form the need to accurately enter the data from TP's form to TaxWise form!
	
	
	

	a. Review rounding rule
	
	
	Or, enter pennies and TW will round

	6. Class to enter Jefferson County School District W-2 data on Kerry return 
	NTTC Wkbk
	Per instructor, enter data from Jefferson W-2; project when class done
	TaxWise may auto-fill employer data if EIN previously used (zero-filled); class can verify data is correct; or class can use TIN convention (assigned middle digits + last four digits of EFIN) if wish to have class enter employer data

	7. Class to enter interest from Derby Federal credit Union 1099-INT
	NTTC Wkbk
	Per instructor, enter 1099-INT; project when class done
	Highlight that payer EIN not entered; IRS matches totals only for interest / dividends 

	8. Check for accuracy of data transferred to TaxWise and review 1040 P. 1
	TWO
	Project TaxWise filled in properly
	

	IV Practice Exercise
	
	Still in Kerry 066-XX-xxxx
	

	1. Class to enter remaining 2 W-2s for Kerry/Bragg in open 066-XX-xxxx return
	TWO
NTTC Wkbk
	Continue to enter remaining 2 W-2s and project for class when class is done
	

	2. Check 1040 line 7 total wages
	
	
	

	3. Check 1040 line 64 tax withheld
	
	
	

	V State Return, if any
	
	
	

	1. Instruct class to shadow as each page of the State return is opened to illustrate transfer of data
	
	Project state forms per instructor
	

	2. Point out any 'unusual' transfers
	
	
	

	VI Summarize lesson
	
	
	

	1. Much income comes from tax forms
	
	
	

	2. Organize your work before starting in TWO
	
	
	Encourage all to develop good habits

	3. Enter info from one form at a time
	
	
	

	4. Keep forms in good order for reviewer
	
	
	

	5. Exercise great care in entering data
	
	
	

	6. Double check yourself
	
	
	

	7. Give a sanity check to the 1040 – does it look right?
	
	
	

	VII Evaluation
	
	
	

	1. Observation of performance on exercises
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