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Miranda Carlson

Miranda Carlson is a Client Success Manager for
SurePrep, a leading provider of tax productivity solutions
to U.S. public accounting firms. Prior to joining SurePrep,
Miranda spent many years in public accounting for
various firms. Miranda has been with SurePrep since
September 2005.

As a Client Service Manager at SurePrep, LLC, Miranda
provides consulting services to firms, helping them
integrate the SurePrep solution into their current
workflow. Miranda also has support and retention
responsibilities.

Miranda is a licensed CPA in the state of Wisconsin. She
received a Bachelor of Science in Accounting from Upper
lowa University in 1993.




Session Objective

* The objective of this session is to
highlight some of the features and
functionalities that are not as commonly
used.

* These “did you know” topics have been
targeted to make the use of SPbinder
more efficient.
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SPbinder — Did you know......

1.

AN S

Custom binder template

Customize workpaper stamps

Index Tree Search

View source documents in original scan order
Maximize the OCR capabilities of the calculator
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Binder Edit View Help
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Create custom binder templates
 Start with the SurePrep pre-defined template

* Make a copy

« Add your changes
« Add a workpaper
* Rename folders
* Rearrange folders

« Save as your own Custom binder template

General Information
CPA Instructions
Client Organizer
Taxpayer Information
Dependents
Electronic and Bank Information
Two Year Comparison
Other Information
Income
W-2 Wages
1099 INT Interest Income
1094 DIV Dividend Income
1099 Consolidated
Schedule C Business Income
1099-R Distributions From Pensions, Annuities & |RAs
Schedule E Rent and Royalty
Schedule K-1 Passthrough Income or Loss

Schedule F Farm Income
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Create custom binder templates

* Too many folders? Delete unused folders?

« Some folders are mapped by OCR to export to the
tax return. Be cautious deleting these from your
custom template.

 TIP: In SPbinder, use the Active Folders icon to

narrow down the Index Tree to only display folders
with active data
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Binder Edit View Help
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Create custom binder templates

* Benefits:

« Have a standard checklist to be included in every
binder?

 TIP: Fillable PDF’s will not remain fillable in SPbinder.
Use stamps/mark up tools, or insert the checklist in Word
or Excel format.

- Save time by eliminating the need to make the
same manual adjustments on every return

- Standardization for all tax return workpapers

[3 we-pro

4 General Information

CPA Instructions
Client Organizer
Taxpayer Information
Dependents
Electronic and Bank Information
Two Year Comparison
Other Information
Income
W-2 Wages
1099 INT Interest Income
1094 DIV Dividend Income
1099 Consolidated
Schedule C Business Income
1099-R Distributions From Pensions, Annuities & |RAs
Schedule E Rent and Royalty
Schedule K-1 Passthrough Income or Loss

Schedule F Farm Income
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Customize Workpaper Stamps

In addition to the predefined stamps
that are available in every binder, you
can:

» Import existing images
or
» Create your own design
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Customize Workpaper Stamps

Import an image from your computer

» The image file must have *.qgif, *.bmp, *.jpg,
*png, *.tif or *.tiff extension

» Size cannot exceed 100 KB —— — [——

& Approximate
BT Below Threshold

»Width & height no more than 65 x 15 pixels
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Customize Workpaper Stamps|"~

Create your own design with a text box or
tick using the Custom Stamp Designer

»Simple text with custom font & colors

» Create multiple colored checkmarks to
represent different levels of staff

“* Custom Stamps can only be created from the Admin menu
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Using Index Tree Search

A couple seasons ago, SurePrep introduced a
search box to the Index Tree.

[] General Information

[ Income

« Search folder names, workpaper names, and
proforma’d placeholders.

 Note: This is not an overall word search in documents
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i index/Review Tree

CRERDE S N -

Search Text...

4 | DB wrprro
General Information
Income

Gains and Losses

Using Index Tree Search

Tips to be more efficient using the Index Tree Search
feature:

Adjustments to Income
Iternized Deductions
Taxes
Credits
Payments & Extensions
Foreign Information and Monresident Alien Processing
States Information
Prior Year Information
Unassociated Workpapers

Unused

Superseded Documents

E] £xxON MOBIL CORPORATION | Pg. 20 (5)

1. A document has been associated to the Superseded folder in the
unused section.

i} Index/Review Tree

- B E

Exxnd x

4 | [DBwrrro
a

» To quickly locate the original, use the Search Text box to narrow down the tree by
document name.

Income
A 1099 DIV Dividend Income
I8 £xx0ON MOBIL CORPORATION (S) | Pg. 4 (14)

Unused

» No need to navigate through the whole tree to find it

Superseded Documents

B} exx0N MOBIL CORPORATION | Pg. 20 (5)

TAX TRANSFORMATION

| S UMM | T
- NOVEMBER 3-5, 2019




Using Index Tree Search

Tips to be more efficient using the Index Tree
Search feature:

2. Quickly locate all the short term/long term pages to select and print
to PDF to create an 8949 attachment

» Type “term” in the search box
» Select the pages
» Use the print pages icon to print to PDF
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Binder Edit View Help

i Index/Review Tree
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term

4 [wrero

F|

Income
] 1099 Consolidated

4 v i Maerrill Lynch (442-22W34)
v I8 short Term Details | Pg.7 (7)
| I8 short Term Summary | Pg.8 (8)
v| I Long Term Details | Long Term Summary | Pg. g (9)
L4 . Long Term Details | Long Term Summary | Pg. 10 (10)

& Pprint Page(s) x
Print page(s) with:

*  Bluebeam PDF (Your default printer)

SurePrep Printer (Print pages to PDF)

With Annaotations

*  Without Annotations




Using Index Tree Search

Tips to be more efficient using the Index Tree
Search feature:

3. Quickly identify pages to be marked for rollforward to next year

» Type “accrued interest” in the search box
* Right click on the page(s)
» Select “Mark Roll Forward”
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Binder Edit View Help
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i Index/Review Tree . x
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accrued interast
Fl

1099 Consolidated
i CHARLES SCHWAB & (0., INC (3702-0028)

B8 Accrued Interest Details 1 Short Term Summany_| Pa. 25 (22)
Sign-off Workpaper

Edit Workpaper
Disassociate Workpaper
Add Workpaper Shortcut
{ Mark Roll Forward |
Move Workpaper(s)
Rotate the Page(s)




Using Index Tree Search

pps t(S) be rmcre tefflc_lent using the Index I LI EFY YT EN Y FXXF
ree scearcn reature. B -EDGE e~ -
j 3 rrium
4. Sometimes comprised scans can cause pages of a Qe
brokerage statement to be unidentified and thrown into 4 1) B CHARLES SCHWAB & CO, INC (3702.0028)

the Thumbnail B8 Long Term Details | Pg. 26 (23)

. Long Term Summary | Short Term Summary | Pa. 29 (26)

« The 2" page # in parenthesis, is the original scanned in page
number

« Type the number before this number in the search box to locate
where the previous page is associated

» Now you can drop this page from the Thumbnail right where it
belongs
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View source documents in
their original scanning order

* From the Review Tree, all pages can be
V|ev¥_ed from the “Unreviewed Workpapers”
section

* Expand any level

» By default, the pages are listed in the order they have been bookmarked
in the Index Tree

* Right click on Unreviewed Workpapers by.....
» Select List Workpapers in scanning order

» The order scanned is the number listed 2nd (in parenthesis)
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Binder Edit View Help

BEo2artasrT2eERER" BP0 04 d

il Index/Review Tree 3 x i Document Viewe
i % o8 THIJIu‘IBNp’\IL

v Missing Document(s) (8) A Mot Indexed ¥

~ Unreviewed T/R Stamp(s) (121)

Unreviewed Workpapers By L1-Preparer (60)

Unreviewed Workpapers By L2-Reviewer (60)

¥  Unreviewed Workpapers By L3-Signer (60) 53{2?)

IA | Unreviewed Workpapers By L4-Partner (

Mark all Workpaper(s) as Reviewed

B8 US NATIONAL BANK (T) | Pg.1(31)

Mark all Workpaper(s) as Unreviewed
B8 WHYNOT STOPR INC (S) | Pg. 2 (1)

Mark selected Workpaper as reviewed
I8 FIRST PLACE BANK (J) | Pg. 3 (49)

Mark selected Workpaper as Unreviewed

B8 WELLS FARGO BANK, N.A.(T) | Pg. 4 (
B8 Org: Dividend Income | Pg. 5 (3}
E8 MELLON INVESTOR SERVICES (T} | Pg
B8 ExXON MOBIL CORPORATION (S) | Pg

Mark selected Workpaper(s) as Roll Forward

Unmark selected Workpaper(s) as Roll Forward

I List Workpaper(s) in Scanning order

List Workpaper(s) in Index Tree order
B GrantorLetter: income Deduction Surm 3
| Delete selected Workpaper(s)
B8 GrantorLetter: 1099-B Summary | Pg.d
| Rotate the Page(s) 3
i GrantorLetter: 1099-B Summa L

~ unreviewed Workpapers By L4-Partner (60)

BB WHYNOT STOP INC (5) | Pg. 2 (1)

BB nformational | Pg. 55 (2)

. Org: Dividend Income | Pg.5(3)

. Org: Rent and Royalty Property - General Information | Pg. 31 (4)

. Org: Depreciation - Asset Acquisitions | Pg. 32(5)

B8 Org: Miscellaneous Income | Pg. 47 (6)

I8 Org: Schedule A - Medical and Dental Expenses | Pg. 49 (7)

B8 1099-D1V Summary | Pg. 11 (8)
. 1099-INT Summary | 109g-INTSummary | Pg.12 (g)
I8 1099010 Summary | Pg. 13 (10}




Maximize the OCR capabilities
of the calculator

D Key Calculator (Binder 1D: 372200, Client 1D: cal-wo-3, Firm 1D: LDS-o, Tax Software: Pros... = 0 x
By W o -+§ & 2F %8 '% Mode wokEy - @
8,849.8 Create Tape ——{
* Recent updates have been made to the EEnnEs - - i
1 1,422.03 +
MC 8 9 GT .

functionality of SPbinder’s Calculator

MR 4 5 6 * A

1. Reference amounts directly from the source
document using the OCR feature
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Maximize the OCR capabilities

Expenses:
of the calculator iy p2os | £
Legal 550.00
Office Expenses 1,800.65
Supplies 2,987.24
. TIPS: Ukl 78978
* When highlighting, only include the number values ;ﬁg;m v +,

(not descriptions and numbers)

* Try to avoid including lines or other images near the 2016 Mesica
numbers o N©
 Highlight the entire number (before and after the - W NS
decimal point) R WAY T
* |f the numbers are too close together, or the image is 39.70 -
not clear, type the number in manually ine 169.19

-
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R Tax Software: Pros... = [ X
EY -

Create Tape -1

& SurePrep 10 Key Calculator (Binder 1D: 372200, Client 1D: cak1o-3, Firm 1D:

) B [ g d ] -0 LR
0 | B B 9 o~ E S o F = %0 oo

8,849.87 +

[ oe Jalc] o |

MR 4 5 6 * A

Maximize the OCR capabilities
of the calculator

# Text input  OP
1,422.08 +

1=3] +
1,800.658 +

2,587.24

moods W Rk

78%9.78

1,800.17

Result = 8,849 87

1. Create a separate tape that is
linked to the source document

00 > [temized Deductions > Medic

Sign-off Option L1+ -~ L2 L3+ v L4

Ly M = Z*  Tape1: Medical Expenses v B B X

Prescriptions it Q.input OP
page S 1 Losaztan ET as. +
Losartan 39.70T1 2 Levothyroxine 37 les.is| +
3 Fravastatin 37 26.15 +
Levothyraxine 169.19™
[ ] N m y r t p 4 Atenclol 7 T.8] +
a e O u a eS Pravastatin 96.15 T1 5 Hydrocodin/fcscaminiphin 37 S 46 +
& Promethaszine 17 17218 | +

Atenolol 7.80T1

« Add descriptions sercota porsentsunion

Summary (7 Items) - 42.6) =
Hydrocodinf/Acetaminiphin 9.46T1

Promethazine 121971

Grand Total (1 Itema) = 34z.6| =

OxycodonefAcetaminophine  8.11T1

v

s B M B v B 1 G :

1 of 2Tapes P M
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Tape 1 Medical Expenses

Maximize the OCR capabilities of
the calculator

Text
Losartan
Leavothyzoxine 37 169.19
Pravastatin 37 SE_15
Arenolol 37 7.8
Hydrocodin/Acetaminiphin 37 5.4€

Promathazine 37 12.1%

BT - T, B S FTI N Y

Oxycodone/Acetaminophine

Summary (7 Items)

342.8

* Link totals from the tape to a grand total
amount on the source document

Grand Total {1 Items) 342.6

Add Cross Reference

1 of 2 Tapes » H

R S ﬂ ‘n[ = S ¥ Tape1 Medical Expensss v o B X

& Text

Prescriptions B
1 Logartan +
Losartan 38707 2 Lewvothyroxine Erl 185.18 +
3 Pravastatin 7 2€.18 4
Levothyroxine 169.19™ 4 Btenolel 37 T84
Pr " 96.15 5 Hydrocodin/Acetaminiphin 7 2.8+

avastatin A5mM

[ Promethazing 1z2.1% +
Atenolol 7.80m 7 Cxyoodeone/Aeetaninophine +
Surmary (7 Ttems) + 3426 =

Hydrocodin/Acetaminiphin 9.46T1

1 342.6
Promethazine 12,197 -
Grand Total {1 Items)

OxycodonefAcetaminophine  8.11T1
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Maximize the OCR capabilities of

the calculator

Make edits
Insert/Delete rows
Add amounts from other documents

Update Tape
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Iltem(s) =0

. =0 4
00 00

Mode 10KEY - 9

Update Tape —'-ﬂ-

Input  OP
1,108.34 + a
565 +
1,980.5 +

750.85 +
1,240.2% =+
v

Result = 8,850.66




Maximize the OCR capabilities of
the calculator

dit Vew [ocument Comments Forme Toos  Advanced  Window  Help

oy = ) o -
G st - L) Combine = 2] Collsborme - Wl secere - sgn - [T Forms e 5P Cammere

LI LI #@[6l ™ g e e[on

« All the tapes created in the binder will
appear in a separate bookmark in the
printed PDF

* Alllinking remains active in PDF

0§ ORDODODk
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Maximize the OCR capabilities of the calculator

* You can still Copy Tape to Image in the form
of a Sticky Note

» Note: Edits are not automatically updated in the Sticky Note. If edits
are made, you will need to Copy Tape to Image again.

[ 374193, Client 1D; o7sn8om, Firm 1D; LDS-on, Tax Software: €C... — O X i
|

4 9 2 F - 9
Create Tape — 17

* % "5 Mode 10OKEY

input OP
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Q&A

Contact Info

Miranda Carlson

mcarlson@sureprep.com

https://corp.sureprep.com

(800) 805-8582 Ext: 1116
Direct Line: (949) 269-8590
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