Time = Money: Timesaving Tips and Tricks


By the end of this session, you should have several tips and shortcuts that you can begin to implement immediately to save you data entry time. You should be able to increase your productivity by using features designed to streamline the tax prep process.

Who Should Attend? 
Users who understand the basic functionality of the Lacerte 1040 program.

Learning Objective:  

· Ways to use the client display to view pertinent information 

· Shortcut keys, time-saving tips, and other features designed to increase efficiency in the data entry process 

· Features you can use to perform on-screen reviews and help you collaborate in the review process 


Course Content: 
· Effectively using the Client Display 

· Data Entry Efficiencies 

· Keystrokes Overview 

· Find Items 

· Missing Data Utility 

· K-1 Transfer 

· Split Joint Return 

· Family Link 

· Abandon Changes 

· Automated Amended Returns 

· In-program Form Instructions 

· Reviewing Returns 

· Applicable Forms View 

· Default Form Viewed 

· Audit Checks 

· Toggle Form View 

· Lock Returns 

· e-mail Client Files 

· Simultaneous Client Access 

Course Level: Basic
Recommended CPE: 2
Prerequisite: None
Advance Preparation: None
Delivery Method: Group-Live
Field of Study: Specialized Knowledge and Applications
