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After completing this lesson, you should be able to: 

1. Create Form 1040X after receiving an accepted IRS 
acknowledgement. 

2. Create Form 1040X when you did not prepare the taxpayer’s original 
return. 

3. Make changes to the original return. 
4. Review or enter information from the original return. 
5. Complete a state amended return. 
6. Provide an explanation for the changes in the return. 
7. Print the amended return. 

Sometimes, taxpayers need to file an amended return after they have 
already filed the original return. In that case, you should file Form 1040X for 
that taxpayer. If necessary, you should also amend the state tax return. If 
your site prepared the taxpayer’s original tax return, you can search for and 
make changes to the original return from TaxSlayer Pro Online. If the 
original return was prepared elsewhere, you need to enter the taxpayer’s 
information, and then prepare the amendment.  

Creating Form 1040X from Accepted Return 
If your site created and e-filed the original return, you should take slightly 
different steps than if your site did not prepare the return, or if the taxpayer 
mailed the return. This section discusses preparing the amendment when 
you have an IRS acceptance in the system. 

Finding the Original Return 
If your site prepared the original tax return, you should first find that tax 
return. To do so, use the following steps from the TaxSlayer Pro Online 
Home page: 

1. Click Select on the Client Search line. 
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TaxSlayer Pro Online displays the Office Client List page: 

 
2. From the Filter by Status drop-down list, select Accepted. 

TaxSlayer Pro Online displays the Office Client List, showing only returns 
with the status Accepted. 

3. Find the return you need to amend and click Select for that return. 
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TaxSlayer Pro Online displays the return in 1040 View: 

 

Making Changes to the Return  
After you find and open the return, you need to add or change the 
information previously entered. To do so, use the following steps from the 
open return: 

1. Print a copy of the original return. You will need this later. 

Note: You can print a copy of the accepted return from the Client Status 
page located in the Tools menu. 

2. Make all necessary changes to the return based on the new 
information from the taxpayer. For example, if the taxpayer needs to 
add a Form W-2, click the amount in the Wages, salaries, tips, etc. 
line  to navigate to the W-2 Wage Statement page. Then, add the 
new Form W-2 just as you would when preparing the original return. 
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Note: If you need help adding information to the return, review the 
appropriate lesson in the Preparing a Return section on Practice Lab. 

Adding Form 1040X 
3. When you finish making changes, click 20XX Amended Return. 

TaxSlayer Pro Online displays the Amended Tax Return – Form 1040X 
page: 

 
4. Click BEGIN on the How To Amend Your Return line. 
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TaxSlayer Pro displays the Amended Questions page: 

 
5. Read the information on this page. This gives you information on how 

to complete an amended return.  
6. Click Continue. 
7. Click BEGIN on the Original Return Information line. 
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TaxSlayer Pro Online displays the Form 1040X Amended Tax Return 
page: 

 
8. Because the IRS accepted the return through TaxSlayer, TaxSlayer 

Pro Online populates the original accepted return information on this 
page. Review the information using the printed original return. If any 
information needs to be changed, change it here.  

9. If the taxpayer is changing personal exemptions, has changed 
addresses, or wants to change an election for the Presidential 
Election Campaign Fund, select the appropriate check box(es) at the 
bottom of the page. 

10. When you finish, click Continue. 

Creating the State Amendment 
When you finish reviewing the information from the federal return, you may 
also need to create the amended return for the taxpayer’s state. You only 
need to do this if the adjustments affect the state. To create the state 
amendment from the Amended Tax Return – Form 1040X page, use the 
following steps: 

1. Click BEGIN on the Create Amended State Return line. 
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TaxSlayer Pro Online displays the Amended State Return page: 

 
2. Click Amend State for the state you need to amend. 

TaxSlayer Pro Online displays the State Return page: 

 
3. Click BEGIN on the Amended Return line, found at the bottom of 

your state menu. 

TaxSlayer Pro Online displays the State Return: Amended Return page: 

 
4. Read the information in blue at the top of the page. 
5. From the drop-down list, select Yes. 
6. Click BEGIN on the Review and Complete Amended Return line. 
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TaxSlayer Pro Online displays the State Return: Review and Complete 
Amended Return page: 

 
Note: TaxSlayer Pro Online displays questions and entry pages based on 
information required by each state. In this lesson, we review a Georgia 
amended return. However, the state you amend may have different 
required information.  

7. Click BEGIN on the General Questions line. 

TaxSlayer Pro Online displays the State Return: General Questions 
page: 

 
8. Answer all the questions on this page. 
9. Click Save. 
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10. Click BEGIN on each line of the State Return: Review and 
Complete Amended Return page. Use the printed original return to 
review all information pulled from the original accepted return.  

11. When you finish reviewing all information, click Save. 

TaxSlayer Pro displays the State Return: Amended Return page: 

 
12. When you finish entering all information for the amended return, click 

Save. 
13. Click Exit Return to leave this state’s pages. 
14. Repeat the steps for any additional state(s) you need to amend. 

Explaining the Changes 
After you make changes and review the information from the original return, 
you need to provide an explanation for the changes. To do so from the 
Amended Tax Return – Form 1040X page, use the following steps: 

1. Click BEGIN on the Explain Changes line. 
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TaxSlayer Pro Online displays the Explanations page: 

 
2. Type an explanation for each change in the box provided. Remember 

to type the line number and reason you changed the information. 
Follow all IRS instructions for the explanation. 

3. When you finish typing the explanation, click Continue. 

Printing the Amended Return 
After you complete all the information for the amended return, you need to 
print it. To do so, use the following steps from the Amended Tax Return – 
Form 1040X page: 

1. Click BEGIN on the Print Amended Return line. 

TaxSlayer Pro Online displays the Amended Questions page: 

 
2. Read the information on the page carefully.  
3. Click Continue. 
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TaxSlayer Pro Online calculates the return and displays the Print Results 
page: 

 
4. Click Print your 20XX Tax Return. 
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TaxSlayer Pro Online displays a pdf of the tax return in a new window: 

 
5. Review the information on the return to ensure that you entered all 

changes.  
6. Print the return using Adobe Reader’s print feature.  
7. Mail the amended return(s) using the instructions from the IRS and 

state. 
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Creating Form 1040X without Accepted Return 
If your site did not create and e-file the original return, you should take 
slightly different steps than we just discussed. While many of the steps are 
the same, this section covers the process in detail to avoid confusion. 

Note: Make sure that you have a printed copy of the original return as filed 
to the IRS. If you do not have this information, you cannot amend the 
taxpayer’s return. 

Starting the Return 
Finding an Existing Return 
If your site prepared the original tax return, but did not e-file it, you should 
first find that tax return. To do so, use the following steps from the 
TaxSlayer Pro Online Home page: 

1. Click Select on the Client Search line. 

TaxSlayer Pro Online displays the Office Client List page: 

 
2. In the Search Client List box, type the taxpayer’s Social Security 

number. 
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TaxSlayer Pro Online displays the Office Client List, showing only returns 
with that Social Security number. 

3. Find the return you need to amend and click Select for that return. 

TaxSlayer Pro Online displays the return in 1040 View: 

 
From this point, make changes to the return and then use the same steps 
we cover later to enter the original return information.  

Creating a New Return 
If your site did not file a return for the taxpayer, use the following steps: 

1. Create a new return for the taxpayer.  

Note: If you need help starting a new return, review the Starting a Tax 
Return lesson on Practice Lab. 

2. Prepare the return as you normally would, using the current (not 
original) information.  
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Note: If you need help adding information to the return, review the 
appropriate lessons in the Preparing a Return section on Practice Lab. 

Adding Form 1040X 
After you make changes or enter the return information, you need to create 
the amendment. To do so, use the following steps: 

1. Click 20XX Amended Return. 

TaxSlayer Pro Online displays the Amended Tax Return – Form 1040X 
page: 

 
2. Click BEGIN on the How To Amend Your Return line. 
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TaxSlayer Pro displays the Amended Questions page: 

 
3. Read the information on this page. This gives you information on how 

to complete an amended return.  
4. Click Continue. 
5. Click BEGIN on the Original Return Information line. 
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TaxSlayer Pro Online displays the Form 1040X Amended Tax Return 
page: 

 
6. Type all of the information on this page as shown on the taxpayer’s 

original return.  

Tip: If you need help locating information on the original return, click the 
Where is this located? link for that line. 

7. If the taxpayer is changing personal exemptions, has changed 
addresses, or wants to change an election for the Presidential 
Election Campaign Fund, select the appropriate check box(es) at the 
bottom of the page. 

8. When you finish, click Continue. 
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Creating the State Amendment 
When you finish adding information from the original federal return, you 
may also need to create the amended return for the taxpayer’s state. You 
only need to do this if the adjustments affect the state. To create the state 
amendment from the Amended Tax Return – Form 1040X page, use the 
following steps: 

1. Click BEGIN on the Create Amended State Return line. 

TaxSlayer Pro Online displays the Amended State Return page: 

 
2. Click Amend State for the state you need to amend. 

TaxSlayer Pro Online displays the State Return page: 

 
3. Click BEGIN on the Amended Return line. 
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TaxSlayer Pro Online displays the State Return: Amended Return page: 

 
4. Read the information in blue at the top of the page. 
5. From the drop-down list, select Yes. 
6. Click BEGIN on the Review and Complete Amended Return line. 

TaxSlayer Pro Online displays the State Return: Review and Complete 
Amended Return page: 
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Note: TaxSlayer Pro Online displays questions and entry pages based on 
information required by each state. In this lesson, we review a Georgia 
amended return. However, the state you amend may have different 
required information.  

7. Click BEGIN on the General Questions line. 

TaxSlayer Pro Online displays the State Return: General Questions 
page: 

 
8. Answer all the questions on this page. 
9. Click Save. 
10. Click BEGIN on each line of the State Return: Review and 

Complete Amended Return page. Use the printed original return to 
type all information from the original accepted return.  

11. When you finish reviewing all information, click Save. 

TaxSlayer Pro displays the State Return: Amended Return page: 
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12. When you finish all information for the amended return, click Save. 
13. Click Exit Return to leave this state’s pages. 
14. Repeat the steps for any additional state(s) you need to amend. 

Explaining the Changes 
After you make changes and review the information from the original return, 
you need to provide an explanation for the changes. To do so from the 
Amended Tax Return – Form 1040X page, use the following steps: 

1. Click BEGIN on the Explain Changes line. 

TaxSlayer Pro Online displays the Explanations page: 

 
2. Type an explanation for each change in the box provided. Remember 

to type the line number and reason you changed the information. 
Follow all IRS instructions for the explanation. 

3. When you finish typing the explanation, click Continue. 

Printing the Amended Return 
After you complete all the information for the amended return, you need to 
print it. To do so, use the following steps from the Amended Tax Return – 
Form 1040X page: 

1. Click BEGIN on the Print Amended Return line. 
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TaxSlayer Pro Online displays the Amended Questions page: 

 
2. Read the information on the page carefully.  
3. Click Continue. 

TaxSlayer Pro Online calculates the return and displays the Print Results 
page: 

 
4. Click Print your 20XX Tax Return. 
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TaxSlayer Pro Online displays a pdf of the tax return in a new window: 

 
5. Review the information on the return to ensure that you entered all 

changes.  
6. Print the return using Adobe Reader’s print feature.  
7. Mail the amended return(s) using the instructions from the IRS and 

state. 
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Amended return (Form 1040X), 1, 2, 3, 6, 7, 8, 9, 10, 11, 12, 14, 15, 17, 18, 
19, 20, 21, 22, 23, 24, 25 

Client List, 4, 15, 16 
Client Search, 3, 15 
Client Status, 5 
Form 1040, 5, 16 
IRS (Internal Revenue Service), 3, 8, 12, 14, 15, 23, 25 
Practice Lab, 6, 16, 17 
Print, 5 
Social Security number (SSN), 15, 16 
State, 2, 9 
Tools, 5 
Wages, 5 
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