


IMPORTANT INFORMATION T Please Post

Name Company Client ID

Express Tax Lane Phone Support: 877-397-7829 (Salinas, CA area) Local Number: 831-422-4888
Physical Address: 1588 Moffett St., Suite F, Salinas Ca 93905

Fax Number 831-422-4844 Website: www.ExpressTaxlLane.com

Interview Logon: https://iponline.taxwis e.com/ Email: support @expresstaxlane.com

Support Hours (all times Pacific Standard Time)*

January 16" to February 8" 8:00 am to 10:00 p.m. Mon - Sat and 12:00 p.m. to 6:00 p.m. Sunday.
February 97 April 15 8:00 am to 10:00 p.m. Mon - Friday and 9:00 a.m. to 6:00 p.m. Saturday.
*Subject to change with advance notice.
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IRS and Bank Denial Questions

Taxpayers are occasionally denied a refund or bank product. As
an Express Tax Lane Interviewer, answers to these questions can
only be answered by the IRS or the bank. Typical issues and
what to do are listed below.

U Why has the bank denied my RAL or
IRAL?

U Why has the IRS not released my fed-
eral refund yet?

U Why has the state not released my state
refund yet?

U Why 1 s the | RS/ Bank t
make a decision about my tax return?

U How much IRS/FMS Debt do | owe?

(Financial Management Service (FMS) is payment of any pasti
due child support, Federal agency noni tax debts, or state income
tax obligations).
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What To Do

U The taxpayer can call the bank to find
out why the bank denied the RAL or IRAL.

U Provide the taxpayer the IRS Help Line
or the state phone numbers for them to
call and check the status of their refund.

U Provide the FMS Debt Line phone num-
ber for the taxpayer to call and get details
on their FMS debt.

Important Phone Numbers

| RS Hel p Li ne.é.806-8¢HH40. é é
Social Security Administrationé . 800-772-1213

FMS Debt Li ne €800-30&63@e

Santa Barbara Bank and Trust € . 8 ®@L-MONEY (6663)
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INTRODUCTION

Welcome to Express Tax Lane, the only internet web based interview tax preparation

technology in the world. Our goal is to help you feel confident and be accurate while

interviewing your customers. You will be trained on some tax law and tips during this
training, but dondbét worry; Express Tax Lane i
for you.

There are 7 easy steps to Express Tax Lane. Once you login you will begin your inter-
view with

1. The Quick Estimator
2. You will finish the Interview
3. Print Signature pages, both IRS and Bank
4. You will then send the electronic return to our processing center
5. After 24 hours you will login to see the status of your customers returns, these
are called acknowledgements
6. You will easily view all accepted returns from the IRS and the Bank
7. Then you can print your customerds tax r

We will review this process step by step and by the end of this training you will have

learned how to conduct aninterview, what forms you need to collect, how to login,

enter basic information and within 2 to 3 minutes you will be able to give your cus-

tomer a Quick Estimate of how much refund they are going to receive. With some
practice you should be able to conduct an i
here to teach you the entire process from beginning to end so that you can have a

productive season. When we finish the video training, you will have the opportunity

to role play some actual interviews.

This training course will consist of short modules, at the e nd of each module we will re-
view what wedéve | earned and go over key words
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tax preparation can be both exciting and
prepared and confident f or gooueesmedtaxhpsantd hat
keywords before we begin the modules to help you succeed. The Express Tax Lane
interview will guide you through these questions; we want to make sure that you under-
stand why youdre asking t hes eexgpagstbmenors .
ize these tax tips; we want to make sure that you have a basic understanding of these
terms. You will learn how to find answers quickly inan easy to understand format in the
software while you are in the middle of your interview
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GETTING SET UP

PART 1

How to Log In



IPO Log-In Page

8 User Management - Login - Windows Internet Exploren

e |@, https: fiponline taxwise, com/User fLogin, aspx?ReturnUri=2fDef ault, aspx V| %J 3| % | | B

ol File Edit ‘iew Favoribes  Tools  Help

g — s »
Cli e b [@User Management - Login l l -8 = v [k Page = () Tools -

InterviewPLUS
Online

/y. Please enter your Client ID, User Name and Password to login. If you need
8 assistance, you may click on the ‘MNeed Help' link below.

ClientiD: | |
User Name: | |
Password: | |
Need Help?
Remember Me []

© 2007 CCH Small Firm Services. All rights reserved.
Terms Of Service

pallDone [ € Internet #100% -

5 - B . f ko | 0 [ @ Micro... S Lser .. < O o= 1102 AM
€ cm LI RJICH

This is the first screen that you see when you open the program. You will need to know
the Client Identification (CID).

The user name is the one that your supervisor gives you. Your password is given to

you, but you must change it on your first login. You should not share passwords and
logins with each other.

Please follow the prompts on the screens to change your password.

If you forget your password; after the third try the program will lock you out. If this hap-
pens only anindividual with ADMIN rights can reset your password. If your password is
reset, it automatically goes back to your original user name and password.
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/= User, Management - Login - Windows Internet Explorer

@ - |E https: ffiponline, taxwise, camfUserfLogin, asprrReturnURL="2fDef ault, aspxfkask=0 Lg E] |G00g|e | '

& & ' gUser Management - Login 3¢ gcustomers @ - - @ - Page - @Tgms - =

InterviewPLUS
Online

You must change your password to continue.
Your new password cannot be any previous
passwords.

Change Password

® 2007 CCH Small Firm Servicez. All rights reserved.
Terms Of Service

€ Internet | E oo v

ERl®® siirM

Remember that your new password must be 8 characters (alpha and numeric only).
Passwords are case sensitive. Cannot be used more than once and must be changed

every 45 days
The first time you log in to InterviewPLUS, also known as IPO, your password is your

user name. Click Log In.
IP O will prompt you to change your password
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/= User, Management - Login - Windows Internet Explorer

@ - |E https: ffiponline, taxwise, camfUserfLogin, asprrReturnURL="2fDef ault, aspxfkask=0 Lg E] |G00g|e | '

& & ' gUser Management - Login 3¢ gcustomers @ - - @ - Page - @Tgms - =

InterviewPLUS
Online

What are the password rules?

Current Password: ||

New Password: |

Confirm New Password: |

® 2007 CCH Small Firm Servicez. All rights reserved.
Terms Of Service

€ Internet | E oo v

ERl®® siirM

To set up your password, use the following steps:
e Enter the Current Password which is your username.
o Enter a New Password that is unique to you

8 characters are necessary to create a password.

The password must contain at least 1 nhumber and 1 letter and is case sensitive
o Enter your New Password againin the Confirm New Password Box

e Click Change Password.
e Click Continue
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= User, Management - Login - Windows Internet Explorer

@ - |E https: ffiponline, taxwise, camfUserfLogin, asprrReturnURL="2fDef ault, aspxfkask=0 E] |G00g|e |

& # ' gUser Management - Login 3¢ ecustomers ﬁ - - @ - Page - aTDdS - =

InterviewPLUS
Online

d has been ch d

Continue

® 2007 CCH Small Firm Servicez. All rights reserved.
Terms Of Service

Done o Internet F100% v :

" User Management - ... M@ 3 Microsoft Office ... ~ | (@ Inbox - Micr 0. 3 Lopez Financial Grou., .. tEL®®

IPO has confirmed that your password has changed, click Continue
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/= User, Management - Login - Windows Internet Explorer

@ - |E https: ffiponline, taxwise, camfUserfLogin, asprrReturnURL="2fDef ault, aspxfkask=0 Lj E] |G00g|e | '
& # ' ﬂUser Management - Login 3¢ ecustomers @ - - @ - Page - aTDdS - =

InterviewPLUS
Online

Secret Question: |JEREITA vour first job in?

Secret Answer:

® 2007 CCH Small Firm Services. All rights rezerved.
Terms Of Service

€ Internet | E oo v

IPO will then take you to the Security Question
Select a Secret Question from the drop-down menu.
Enter your answer and click ok.

You cannot reset your password if you do not know your security question and answer.
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Pick a Secret Question from the selection provided
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