Free File Fillable Forms Tutorial
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Take the fres way.

More About Free File Fillable Forms
Resources

These online forms are electronic versions of paper IRS tax forms.
FAQs Here's how Free File Fillable Forms works:
View Supported Forms
Get E-File Status
Return to IRS

It's Free

Create a password protected login so vou can sign in and out of yvour return

Choose your form: 10404, 1040, or 1040 EZ

Do the math using the provided calculation mechanism

E-file yvour return (you'll need last year's AGI or your self-select PIN). Or you may also print your return.

Mote: State preparation and state efile is not available. Does not support the efiling of returns with foreign
addresses. Free File Fillable Forms is not for use by paid preparers.

If you're used to doing your Federal return using IRS paper forms, Free File Fillable Forms will look familiar.
Entering your information is just like filling in IRS forms.

Mote: Free File Fillable Forms requires the latest version of the Adobe Flash Player. Download it here.

Start Free File Fillable Forms |

Free File Fillable Forms I R

Inccme Tax Retirr for Singhe and
Joir Filers With No Dependents .

Illustration 1
Above is a screenshot of the provider’s Free File Fillable Forms Landing Page. You may reference this screen
shot when reading sections of the tutorial.
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Purpose packto t00)

Free File Fillable Forms is intended to be the electronic equivalent to paper, with the added
ability to e-file your return. If you are comfortable filling out paper forms (reading,
understanding and following the instructions for the forms), you should find Fillable Forms
familiar. Fillable Forms does not support state income tax preparation.

Note: If your 2012 Adjusted Gross Income was $57,000 or less you may want to use brand
name, interview based, tax software to assist you in preparing your federal return. Use Help
Me Find a Free File Company to assist you in identifying a Free File software provider you can
use. The tax software from the list of Free File companies is simple to use and guides you
through the tax preparation and e-file process. State tax return preparation and e-file is also
available. Some companies may charge a fee for state tax returns.

The tutorial is not:
e A substitute for understanding paper forms and instructions
e A guide on what forms to complete to file an accurate tax return.
e Intended to demonstrate how each supported form and schedule functions

Rather, the purpose of this brief tutorial is to provide a general overview of the program
and instructions on how to navigate through the forms and screens.

In order to reduce common math errors, Free File Fillable Forms will perform basic math
and populate certain fields with data taken from completed portions of the tax return.

Before starting Free File Fillable Forms, you should review the supported forms and the
known Limitations of the program. If you encounter a problem while using the program,
you should look for a solution in the searchable FAQs. Links to the supported forms,
limitations and searchable pdf document are on the Free File Fillable Forms FAQ page.
Finding the answer in the FAQ'’s is much faster than calling or emailing the IRS support
desk for the answer.

Create an Account packtoToC)
From the IRS.gov Free File Landing Page, select “Use Free File Fillable Forms.” Read the
Disclaimer and select the “Leave IRS Site” button.

Once at the Fillable Forms Landing Page (Illustration 1) and before selecting the “Start Free
File Fillable Forms” button, review the information above the “Start Free File Fillable
Forms” button, and then scroll to the bottom of the page to select the links to view the
Terms of Service and Privacy information.

Select the “Start Free File Fillable Forms” button and a new page will appear. Review the
information on the page before selecting the “Continue” button.

You are considered a “New User” if you have not created an account for the current
tax year. If you are a new user, select “Create an Account” on the pop up window.
Returning Users will input their User ID, Password, and select the “Sign In” button
(Illustration 2).


http://apps.irs.gov/app/freeFile/jsp/wizard.jsp?ck
http://apps.irs.gov/app/freeFile/jsp/wizard.jsp?ck
http://www.irs.gov/uac/Free-File-Fillable-Forms:-Frequently-Asked-Questions

a CREATE AN ACCOUNT

@ siGNIN n

NEW USERS

If you are here for the first time, please create a new account to get started.

Please fill in the following fields. All fields are required

@ User ID

|| Rernember ry 10 an this cornputer

@ password Re-enter Password

0 Security Question Security Answer

{What was the name of your firstpet? | w J

© E-mail Address Confirm E-mail &ddress

Create an Account

RETURNING USERS
User ID

Password

[] Remember my 1D on this computer
Sign In

Forgot Username/Password? | Sign-InHelp | Update Account

For validation, enter the security code shown below:

twn4h

Try Another code

Switch to audio verification

|| I have read and agree to the terms of the terms of service.

Terms of Servi

Back Continue

<[

IMlustration 2

IMlustration 3

New users must complete the information shown on the next pop up window (Illustration
3). Before selecting “Continue,” make sure to enter a correct email address. The email
address entered is used to provide valuable information about your Free File Fillable

Forms account and tax return status. You will never receive any marketing related emails.

Starting a Return gpackto toc)

Select the “Start 1040,” “Start 10404A,” or “Start 1040EZ” button. Remember that if you

decide to change this form later, all the information you have entered on the return (except

your name, address and SSN) will be deleted. If necessary, use the scroll bar to see all of
the 1040 forms to select. To file an extension (Form 4868) you must first select a 1040

form.

Free File Fillable Forms

s than $100,000

Use Form 1040 if you hay
1040 :

Vzoﬁ .

1U4UEZ L

w ons
104“A Use Form 10404 if you have:
, divide

Start 10504

Ilustration 4




Step 1 and Step 2 Tabs packwToq)

This is the active Tab.

My Tax Forms n

STEP 1. Fill out Your Tax Forms STEP 2. E-File Your Tax Forms

|} Form 1040 Individual Tax Return (=]
Department of the Treasumy rvice (39) -
e Tax Return 2011 [oma Mo, 159500 IRS Use Only- Do not wiite or staple in this space.
This"My Tax Forms" area W et year heginning . 2011, ending See separate instructions.
was created wher]lt_he nd iniial Last name Vour social security number
View/Add Forms" icon -
was selected.
If a joint return, spouse's first name and initial Last name Spouse's socisl security number
Only Form 1040 shows
upin this Space because Home address (humber and streef), Wyou have a P.O. Box, see instructions. lApt. no. hbake sure the S5MN(z) ahove
no other forms and ST e
schedules have been R
selected. City, town or post office. ifyeu have aforeign address, also complete spaces below, | State | ZIP code Presidential Elestion Campaign
Chedk here if you, or yourspouse
Foreign country name Foreign provincefcounty Foreign postal code if filing jeintly, want $3 to go to
|
Do the math l

- Moo I Dokt - - Lo for e o2 l P l _

Illustration 5
Screen with Step 1 as active tab

After selecting your main 1040 form, it will open. Notice the two tabs showing in the upper
left corner of the Form 1040. Both tabs are always displayed

e “Step 1. Fill Out Your Tax Forms”
o Step 1is the default active tab whenever the Free File Fillable Forms account
is accessed
o InIllustration 5, the Step 1 Tab is blue, which indicates that it is the active tab
o Step 1is active anytime you are filling out a form or schedule
e “Step 2. E-File Your Tax Forms.”

o Step 2 is the inactive tab shown in Illustration 5

o Selecting the Step 2 Tab will make it the active tab and open a page for
entering all remaining information needed to e-file your return

o Step 2 contains “add” buttons for your income documents (W-2s and 1099-

Rs) and directions for e-filing your return

[llustration 6 shows the Step 2 Tab activated. Greater details about Step 2 are provided in
the Step 2 Components section of this tutorial.

Free File Fillable Forms

CThis is the active tab

STEP 1. Fill out Your Tax Forms STEP 2. E-File Your Tax Forms

Every section of this form musk te reviewed and complebed if applicable. Click on the link below to the “Hectronic Filing Instructions™
for requeaments to activata tha E-fila Now button.

Required Information For Electronic Filing- Complete All 5 Steps Below |
Per RS publication 1346 : (" Select one of these

Uuttons to add an
i

Section 1: W.2s, 1099-Rs and W.-2Gs

ncome document

M you received a form W-2, 1099-R, of W-2G select the "Add button below 10 3dd the applicadle form. You will nesd to enter each
Hem separately.

Complete one electronic W.2 for every W.2 you received.
Complete one electronic 1099-R for every 1099-R you received.
Complete one electronic W-2G for every W-2G you recetved.

Click the AGS button for each W-2 you received.
Click the Add button for each 1099-R you received
Click the Add dutton for @ach W-2G you received

= [Add 2 ;;

> | Add j099-R
> | Add W.2G

]

l Print this form l

Illustration 6
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Buttons and Icons mackteToc)

While in Step 1 or Step 2, your username, the “Logout” link and the link to IRS publications

will appear on the top right of the page. (Illustration 7)

Below Illustration 7 is an explanation of the function of each icon.

@ Help | B Logout

Start Over | Save View/Add Forms Print E-File | File an Extension FAQs

= - P G s

IMlustration 7

Start Over - Selecting this icon will prompt you to select “Yes” to clear all the
data you have entered so far and start over. Selecting this icon will delete all of
the information you have entered on all the forms you have started.

Save - Saves the work you have done thus far.

View/Add Forms - Opens a window (shown in I[llustration 5) and allows you to
(a) See and open forms you have already selected and (b) Choose additional
forms. Note: You cannot initiate a W2 or 1099 from this menu; however, W2’s or
1099-Rs you have begun will be available from this menu to edit or delete.
Print - Opens a dialog box to enable printing.

E-file - Opens the Step 2 Page

File an Extension -Opens Form 4868 for filing an extension. (Note: You must
first enter identifying information (name, address, SSN) on your 1040, 1040A or
1040EZ before selecting this icon.

FAQs - Opens another window, which lists Frequently Asked Questions.

At the bottom of the Step 1 screen, the buttons in Illustration 8 appear.

- Instructions for this form l Do the math I I Print this form I -

IMlustration 8

Instructions for this form - Will open up another window and display the
instructions for the form or schedule you are currently working on.

Do the math - Will perform basic calculations (addition, subtraction,
multiplication, division) on certain lines in the form you are currently working
on. It may also update figures on your 1040 form, even if you are not currently
working in Form 1040. Selecting “Do the math” button often is recommended.
Selecting this button will also save your data.

Remove this form - This button is disabled when you in your 1040 form.
Selecting the button will remove the form you are currently working on and
delete all of the information you put in it.

Print this form - This will print the form that is currently showing in your
screen.



e Done with this form - This button is disabled when you in your 1040 form.
Select this button to save and close the form you are currently viewing and
return to your 1040 form.

Navigating Through Free File Fillable Forms (packto 1oc)

Use your mouse or pointing device to select the icons and buttons described above.
Additionally, us your mouse to scroll through menu items, lists and forms.

Important - Do not use your browser’s “back” and “forward” buttons to navigate through
Fillable Forms.

You may use your mouse to navigate to areas on the forms; however, using your keyboard’s
“Tab” key to maneuver forward through the forms will ensure that you do not skip any
fields that may require your input.

Note: Leave blank any area that does not require any data from you. Entering unnecessary
data, may cause your return to be rejected

To go backwards, hold down the “Shift” key and hit the Tab key. You may also use your
mouse to move forward and backward.

Tips for entering information in your return

e Begin by completing basic information in your 1040 form. Sequentially
complete information on your 1040 form until the 1040 requires you to
complete another form/schedule.

¢ Do not enter data into any field that is not necessary. If you have nothing to
enter into a line or field, leave it blank.

e Ifthe instructions direct you to enter specific information into a field, you should
enter it exactly as instructed (spelling, uppercase, etc.)

e Complete the form or schedule called for by the 1040, then return to your 1040
and pick up where you left off.

e Complete your return sequentially. Do not fill in a form or schedule until it is
called for by the 1040 form.

Types of Input Areas (packto Toc)

Examples of Some Input Areas

71 Credas from Form
B ~ @ L2439 | Add
; 8839 | Add
o c 8801 | Add
s 8885 | Add | Tagpayer copy _Add | Spoese copy
72 Add lines 81,62, 63, 633, and 65 Bheswgh 71. These are yout totsl paymants >~ 72
l_?efund T 73 KWEne 72 is more than line 60, subfract line 60 from line 72 This is the
amount you ovelt padd 73
Direct deposit? 74a Amount of Ine 73 you want  refunded to you. T Form $552 Is aiached, check here > N‘di 74a
See > bRouting number > ¢ Type Checking : Savings
Instructions > cAccount number —_— b
75 Amountofline 73 you want applied to your 2011 estim-iedt

IMlustration 9



Blank Fields - These are usually inside a box or just above an area that is
underlined. When the area is selected for input, a white box with a blue
perimeter will appear.
o Input information in these fields by typing.
o Erase information in these fields by one of the following methods:
= Backspacing
= Highlighting and deleting
= Highlighting and typing in new information
Boxes - These are small boxes, which may require you to “check” one or more of
them to provide the required information. When selected for input, the box will
have a bright blue line surrounding it. The input for these boxes is generally a
“check mark.”
o To putacheck mark in the box:
= Use your mouse, place your cursor on the box and “right click” or
= Tap the touchpad on your laptop.
o Toremove the check mark from a box
= Use your mouse and place your cursor on the box and “right click” or
= Tap the touchpad on your laptop.
Radio Buttons - These are small round circles, which may require you to “fill in”
the circle to provide the information. When selected for input, the radio button
will have a bright blue line surrounding it. Generally, you may only select one
radio button to provide the required information.
o Tofill in the circle:
= Use your mouse and place your cursor on the circle and “right click”
or
= Tap the touchpad on your laptop.
o Selecting another radio button for the question will de-select the previous
radio button.
o Toremove the input from the selected radio button
= Tab back to the selected radio button and hit the “Delete” key or
= Place your cursor on the selected radio button and hit the “Delete”
key.
Light Grey Areas (Tax Literal or Write-in Areas) -Read the instructions for
the form to determine if you are required to input information into these areas.
When the area is selected for input, a white box with a blue perimeter will
appear.
o Do not put any information into these areas unless the form instructions lead
you to do so. Incorrect input in these areas will cause a return rejection.
o Input information into these areas exactly as shown in the instructions.
Calculated Fields - These fields are populated automatically when the required
information is in the form and the “Do the math” button is selected.
o Generally, calculated fields cannot be overridden manually.
o Calculated field data may always be changed by changing the data used to
calculate the field and selecting “Do the math” again.
Pre-populated Fields - These fields are populated with taxpayer identifying
information (e.g.,, Name and SSN). Generally, these fields may not be manually
overridden




Adding and Deleting Forms and Schedules gackto toc)

There are two methods of adding forms (See Illustration 10 below):
e Select the “Add/View Forms” icon in the upper right of the page, which opens the
“My Tax Forms” box. This box lists your current forms.
o Atthe bottom of the “My Tax Forms” box, select “Add a Form” to bring up the
forms menu.
o Scroll the list to find the form you want and click on it. The form will be
added to your list of forms and will display on your screen.
e Use the “Add” button(s), which may appear on the line of the form you are
currently viewing.

Note: Income documents (Forms W-2, W-2G and 1099-R) cannot be initially selected using
method above. Income documents may only be added by going to the Step 2 tab and selecting
their “Add” buttons found on the Step 2 page. However, you may edit an income document
using method 1.

Tip - After you have selected your additional form, close the “My Tax Forms” box to allow more room
on your screen for the form to display.

electing the "View / Add" button
opens the "My Tax Forms" box
(below).
Do this to view all of the forms you
currently have associated with your
return or to add / delete a form.

Welcome qaz1040ez | Logout

. 2] I |0 @ 0
Start Over | Save | View/Add Forms | Print | E-File | File an Extension | F

| IRS Pubkcations

Add a Form requently, "Add" buttons will

|’} Form 1040ES 1 - Estimated Tax Youcher < | ) appear ona Iine. simpy select the

|_/) Form 1040ES 2 - Estimated Tax Youcher 2 button to open the needed form.
|_JForm 1040ES 3 - Estimated Tax Youcher 7

| Form 1040ES 4 - Estimated Tax Voucher

|} Form 1040-¥ - Payment Youcher

electing the "Add a form™ button will [} Schedule A - Ttemized Deductions L
open the list Of_ available fOI'mS, |} Schedule B - Interest & Dividend Income ’ |
shown to the right () Additional Interest Statement 19

|_) Additional Dividends Statement prie 2 200

| Schedule C - Profit or Loss from Business 21

l Add a § P |_) Schedule C-E2-T - Net Profit from Business - Taxpayer [

Illustration 10

To add the same form more than once, u se either method to select the form. (Method 1 is shown
in Hlustration 11). Whichever method you choose, a box will display which shows a previously
added form (at the top) and a large “Add another ...” button at the bottom. Select the large
button at the bottom to add the same form again.

Anytime you have an “added form” open, the previously disabled buttons at the bottom of
the page, “Remove this form” and “Done with this form,” will be enabled. Illustration 11
shows these buttons enabled when your added form is open.

¢ “Done with this form” will save the information on the form, save the form to your
list of forms and open your main 1040 Form

e “Remove this form” will delete all the information on that form, remove it from
your list of forms and open your main 1040 Form

8



Free File Fillable Forms

My Tax Forms

STEP 1. Fill Select Your Form

|_] Form 1040: Individual Tax Return

[+

Schedule C (Untitled): Prafit or Loss from Business

| schedule C (Untitled): Profit or Loss from Bu:

SCHEDULE

OME No. 15450074 j
{Form 1040)

2011

E electing this will only open the
previously added form.

he "MY Tax Forms" box already
shows a Schedule C. To openit,
just click on it.

Select this button below to add
the additional form or schedule.

To add another Schedule C, click
the "Add a form" buttton below and
you'll be presented with the menu
of forms shown in lllustration 10.

B Enter code from instructions

>

I} Ermployer ID nuraber (EIN), (see instr)

Add Another Schedule € - Profit or Loss from Businass

Selecting Schedule C again from
that menu will open the "Select =

Your Form™ box to the right Accounting method: {1) (U Cash 2) U Accrual (3) () Otherispecifiy ™ L
Add a farm l Delate a form Instructions for this form l Do the math l Remave this form l Print this form l Done with this form _

Ilustration 11

-

ity, tovwwn or post office, state, and ZIP Code

Deleting Forms from Your Return

If the form you want to delete is presently displayed on your screen, delete it by selecting
“Remove this form” as shown in Illustration 11. If the form is not presently displayed on
your screen, see Illustration 12 and follow the instructions below:
e Select the Add/View Forms icon from the top right of your screen, which will
open the “My Tax Forms” box
e At the bottom of the “My Tax Forms” box, select “Delete a Form” to bring up the
“Delete a Form” menu.
e Scroll the list of your forms and click on the form you want to delete.
e A dialog box will appear asking if you are sure. Select “Yes” and the form and all
of its information will be deleted from your return.

Free File Fillable Forms

STEP 1. Fill out Your Tax Forms STEF E-File Your Tax Forn

1040 U.S. Individual Income Tax Return 2011 [omn o 154500 S Uss Oaky: Do wet e o staphe in his 1900
?"" ot Delete a Form Al ! oo
se the "View / Add" icon to open e an |} Form 1040: Individual Tax Return o
this "MY Tax Forms" box’ which |) Schedule A: Itemized Deductions T
should show the form you want ISR - <oNule C (Untitiedy: Profit or Loss fram Business e e
to delete. \ 1
P BO10S S Aot no Mie e B SEN) sl
Select the "Delete a Form" button A imimbcmoans D
below and the box to the right 0 ou can select any form you want T ot | 2P coce e Bt e
will open. to delete, except the Form 1040. ot P e
TGN POSLA ' gt ‘

Add » form I thh{'-m

Ilustration 12



Sect1
Go Back

Sect 2
Go Back

Sect 3
Go Back

Sect4
Go Back

The STEP 2 Page

The E-file Now button must be enabled (not

grayed-out) in order to e-file the return.
STEP 1. Fill out Your Tax Forms

Every section of this form must be reviewed and completed f appicable. Ciick on the ink below to the "Bectronic Filing Instructions™
for requirements to activate the E-file Now button.

Required Information For Electronic Filing- Complete All 5 Sections Below ﬁaxpayers must use the add \
buttons to transcribe and
Section 1: W-2s, 1099.Rs and W.2Gs attach income information

from paper documents.

M you received 3 form W-2, 1093-R, or W-2G select the "Aa™ button below 1o 3dd the applicadle form. You will ne@ed to enter each

et

tem separately.

Complete one electronic W.-2 for every W.2 you received. Click the Add button for each W-2 you received > | Add w.2
Complete one electronic 1099-R for every 1099-R you received. Click the Add button for 2ach 1099-R you recaivec. > | Add j059-R
Complete one electronic W-2G for every W-2G you recehved. Click the Add button for each W-2G you receved > | Add W-2G
Section 22 Enter Federal Not Ao

Federal withholding
from other 1099s (if
any) must be
totaled and put on
this line.

You must enter an amount on the field below or check e box below 10 INGicate That you have nNo addational federal withholding 10
report Total he amount of all federal witholding from all Sources not reported on Forms W-2, 1099R, and W-26 above. This would
Incluge amounts reported on: 1099-8, 1099-DIV, 1099-G, 1099-INT, 1099-MISC, 1099-PATR, and Schedute K-1's

Federal Income Tax withheld from all other 1099's -
Check this box if the fleld above Is empty 10 Indicate thal yOou have no addmonal federal withholding 1o enter in this section

If there is no federal
withholding from
other 1099s, the
box below the line
must be checked.

Section 3:  Veritying Your identity

The IRS requires cenain information from you to verify your ieniity. The identifying information will De your prior year Adjusted Gross

Income (AGI) of the PIN you used to efectronically sign 1ast year's return. If the information you provide doesnt match IRS records,
your return will be rejacted. If you donthave or cant remember your prior year PIN or AGL you can obtain an Electronic Filing PIN to
use in place of your pricr year AGI or prior year PIN.

Instructions: Enter either your (1) prior year AGH or (2) prior year PIN. if you cannot provide either your prior yeas AGI or PIN, you can
put (3) an Electronic Filling PN in the space prowded. Use this link hipiwww.irs o get more ind aboutthe

Electronic Filling PIN. You only neéd to provide one piece of identiftying information for §ach taxpayer. Note: If you are filing a Joint
return, both must enter If you are filing Married Filing Jointly with the same spouse that you filed a

return With in 2010, the paor year AGI will be the same for both spouses.

Taxpayers must

Taxpayer Spouse authenticate themselves
‘0‘;"""‘“"-“"“5"" b using one of these three
(2) Prior Year PIN methods.
OoR
(2) Electronic Fiting PiN If filing a joint return, the
spouse mustalso
i Section 4:  Signing This Year's Return authenticate themself.

You (3nd your spouse If fling Marmed Filing Joint) will need to sign this returm electronically. To do so enter 3 5-aigi PIN, your date of
Birth, and today's date
Taxpayer Spouse

Select any 5-cigat PIN 10 sign tis retum
(Your PiN(s) cannol be 12345 or 00000)

Taxpayers must "sign"
the return by
completing all of the
information in this
section and checking
the disclosure box. If
filing a joint return, the
spouse mustalso
complete this section.

Date of Buth (mm/ddiyyyy)
Today's Date (mmvadyyyy)

E-mail adcress (for confirmation e-mail)

Re-enter a-ma#l address (must match)

Disclosure Statement | | |agree

Under penalties of perury, | deciare that | have axamined this retusn {or request for refund) including any accompanying statements
and schedules and, to the best of my knowledpe and beliet, itis true, correct, and complete. | consent 1o allow my intermediate

Sendce Provider, L Ot O (EROS) 10 send my return {or request for refund) to the IRS and to receive the

foltowing information from the IRS: 3) an acknowledgement of receipt or reason for rejection of fransmission. b) an indication of any
refund offset, ¢) the reason for any delay in processing the retum or refund, and d) the cate of any refund. | am signing this Tax
Return by entering my Self-Salect PIN above

Illustration 13
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Sect5 Section 5: Refund/Payment Options
Go Back Review the option dalow that applies to you and complate any required entry fields

Taxpayers receiving
refunds do notfill in this

sectiion.

A.Refund - You will receive a check unless you enterad diract deposit information directly on form 1040, 10404, or 1040EZ. You have
no futher action in this step

B, Paying Tax Due by Check - If you are paying with a check print Form 1040V and mail it with your check 1o the IRS (paint your return

Taxpayers who owe a
balance on their return
may make an electronic

payment by completing
Routing number :D El D D D D El D D Account number - ! thls SeCtlon /

Type. Checking Savings O Not applicabie (f not using diract debit)

1o get Form 1040V). You have no futher action in this step

C. Electronic Withdrawal of Tax Due (Does not apply to estimated tax payments) - If you would ke 1o pay your balance cu

direct dadd enter the required information below and agree 1o tha disdosure slatemeant

Date to make withdrawal >

Note : do mot enter direct deposit information here, enter it on the retum
Day time phone number >

El disclosure Ll lapres

I authorize the U.S. Treasury and its designated Financlal Agent to intitiate an ACH Electronic Funds Withdrawal (Direct Dedit)
entry to the finandal Institution account indicated for payment of my feceral taxes owed on this retum and the finandal

Insttution 1o debit the entry to this account | further understand that this authorizaion may apply 1o sudsequent federal tax
payments that | direct to be debited through the Electronic Federal Payment System (EFTPS). In order for me to inftiate

subsequent payments, | reguest that the IRS send me 3 parsonal Identiication number (PIN) to access EFTPS. This
authorization is to remain in full force and effect undil | nobity the U.S. Treasure Finandial Agent to terminate the authorzation,

To revoke a payment, | must contact the U.S. Treasury Financial Agent at 1-888-353-4537 no latér than 2 business days prior 1o
the payment (selement) cate. | als0 authoriza the financial institubions ivolved in the procassing of !a alectronic paymant of

taxes 10 receive confidéntial information necessary Lo answer inquirias and resolve issues related to the payment

Illustration 13 Continued

Step 2 Components packto T0C)

Although the title of the Step 2 Tab reads “E-file your taxes”, Step 2 contains a number of
components that are required for you to successfully e-file your return. Step 2 includes:
e Adding income documents and federal withholding
e Authenticating who you are (Required)
e Electronically signing your return (Required)
e Direct debit payments to the IRS

[llustration 13 (above) provides a view of the entire Step 2 Page. Each component will be
addressed separately.

Before reviewing the separate components, note two things:

a. The green Banner - States all fields of this form (Step 2) must be completed. What
this means is, all areas, which pertain to you, must be completed. If an area does not
apply to you, skip it.

b. The “E-file Now” button will remain deactivated until all of the required areas are
completed

11



Section 1: W-2s, 1099s and W2-GS (backto Tog)

With Free File Fillable Forms, three types of paper income documents need to be
electronically input and transmitted with your electronically filed return:

o All W-2 forms

o AllW-2G forms

e All 1099-R forms

Select the “Add” buttons next to the income document type, open the document and input
your information. Select the “Add” button again to include additional W-2’s or 1099-Rs as
necessary.

You cannot open a new income document from the “View / Add Forms” icon. You must use
the “Add” buttons (seen in the upper right of [llustration 13) to open new income
documents and transcribe the information from your paper documents.

Once the income document is opened, place your cursor in the upper left box of the income
document and input the information as it is shown on your paper income document. Tab
through the income documents as you would any other form. Make sure you put the
proper information in the appropriate area. (See Illustration 14)

After entering the information in an income document, select “Done with this form” and
you will be returned to the Step 2 screen.
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Section 2: Enter Federal Withholding Not Reported Above (ackto toc)

Only W-2s, W-2Gs and 1099-Rs can be transcribed into an electronic form. If you have
federal withholding from a 1099, other than a 1099-R, you must total all of the federal
withholding from these “other” 1099s and put that total in the designated area of the Step
2 page. Refer to Illustration 13 (above) for placement of this “other” 1099 withholding.

Section 3: Verifying Your Identity (packto toq)

There are multiple steps to the authentication process.

Your email address- The authentication section contains an area for you to
enter your email address and confirm that you have entered the correct address.
(See Ilustration 13)

o

o

It is important that you enter an email address that you regularly access, as
the IRS, through customerservice@freefilefillableforms.com, will send
important information about the acceptance or rejection of your return to
this address.

Make sure your SPAM filter settings will allow email from this sender to get
to your mailbox.

Verifying Your Identity - The IRS needs you to verify who you say you are. You
accomplish this by providing one of your Shared Secrets or by obtaining an
Electronic Filing PIN. You need to supply one of these three items:

(@]

Prior year PIN - If you e-filed last year, enter your prior year PIN in the
space indicated

Prior year adjusted gross income (AGI) - If you have your prior year
return available, enter your prior year AGI in the space indicated. Use the
original AGI amount, not an AGI from an amended return.

Electronic Filing PIN - If you do not have your prior year PIN or prior year
AGI available, follow the instructions to obtain an Electronic Filing PIN and
enter it in the space indicated. For more information, Go to Get My Electronic
Filing PIN - Help or call 1-866-704-7388

Note: If you are filing Married Filing Jointly for this return, your spouse must
provide identifying information also. Place the require information in the space
provided for your spouse.

Remember, both you and your spouse each need to enter one of identifiers- Prior
Year PIN, Prior Year AGI or an Electronic Filing PIN.

Section 4: Signing This Year’s Return packt Toc

There are four parts to an electronic signature:

Create a five (5) digit PIN and place that PIN in the space provided

Enter your Birth Date in the space provided

Enter today’s date (the date you will submit your return) in the space provided

13


mailto:customerservice@freefilefillableforms.com
https://sa2.www4.irs.gov/irfof-efp/start.do
https://sa2.www4.irs.gov/irfof-efp/start.do

If you are filing as Married Filing Jointly, your spouse must also provide an e-
Signature by creating a five (5) digit PIN and his/her birth date and placing the
information in the spaces provided.

e Disclosure Statement - Read the disclosure statement and click in the box.

After you check the disclosure statement box, the “E-file Now” button will activate;
however, you should review a few things before you click that button. One of those items
might be the Direct Debit section.

Section 5: Payment Options (packt Toc)

If you owe tax with your return, you can make your payment electronically by following the
instructions at the bottom of Step 2. If you plan to make an electronic payment, make sure you
complete the information at the bottom of Step 2 before selecting the “E-file Now” button and
transmitting your return. If you transmitted before completing the electronic payment section,
you will have to mail in your payment.

There are also some buttons at the bottom of the Step 2 tab (shown below).

I Electronic Filing Instructions l I Print this form l I

¢ Electronic Filing Instructions - This button opens a new window that displays
general instructions on electronic filing.

¢ Remove this form - This button is disabled under Step 2.

¢ Print this form - Opens up a new window for printing your forms.

¢ Done with this form - This button is disabled under Step 2.

The “E-file Now” Button mack toc)

The E-file now button is located in Step 2, on the right side of the green banner.
(Illustration 13) The button will not become active until you complete the required
information in Step 2. If the E-file now button does not activate, you are missing Step 2
information. Screenshots of the deactivated and activated “E-file Now” button are below.

E-file Mow

Deactivated Ativated

When you select the “E-file Now” button, your return is transmitted to the software
provider and forwarded to the IRS, who reviews it for acceptance or rejection. Only
accepted returns are considered as being filed (or e-filed).

Checking Your Return gackto oc)

Prior to selecting the “E-file Now” button, you should take some time to review your return
for accuracy, ensure that all of your forms will be transmitted and print a copy of it.
e Check to make sure you do not have any input errors.
o Verify all forms and schedules are attached to your return. Here’s how:
o Select the “Print” icon at the top of Step 1 or Step 2. (Illustration 15)
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o The list of forms that are displayed in the print dialog box are the forms that
are attached to your return that will be transmitted.

o Scroll the entire list to ensure that everything is attached.

o Ifyoureturn is complete, take this opportunity to print a copy for your
records.

Note: W-2’s and 1099’s will not print as part of the return.

When something is missing from the list of forms to be transmitted, the likely reason is that
the missing form was not completed. To complete the missing form:
e Select the View /Add icon and select the form that is missing from the printed
documents.

e Review the form for completeness and input any missing information
e Select “Do the Math” before selecting “Done with this form.”

Start Over Save View/Add Forms Print E-File File an Extension FAQs

[llustration 15
Transmitting (E-filing) your return gackt toq

Once all required information in Step 2 has been input, the “E-file Now” button will be
activated. When activated, selecting it will transmit your return and you will receive a
notification that your return was successfully transmitted. Successful transmission does
not mean you have successfully e-file your return.

Generally, the IRS will email the notice of acceptance or rejection of your return within 2
hours of a successful transmission.

If you do not receive an email from the provider regarding the IRS accepting or rejecting
your return within 24 hours, check your SPAM box. If the email is not in your SPAM box,
check all other email addresses you may have used. Before calling 1-800-829-1040 and
making an inquiry, check your return status by selecting the “Get E-file Status” link on the
left hand navigation, just under the FAQs link on the provider’s landing page. Enter your
Social Security Number and zip code that was on the e-filed return. If the program shows
no status, then you have not successfully transmitted your return.

Filing an Extension (Form 4868) mackto o)

To file an extension, you must first select a main form (1040, 1040A or 1040EZ, and
complete the personal information section (Name, Address and SSN). After the personal
information is entered, select the “File and Extension” icon from the menu bar (See
[llustration 15). Form 4868 will open. Complete the form. The bottom half of the
extension form is the same as the Step 2 Page, from Authentication to Payment. See the
tutorial following Illustration 15 on completing the bottom half of the extension.
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Other Assistance and Information packt toc)

Additional Assistance- The type of issue you have will determine where to receive assistance.
Most common questions about Free File Fillable Forms are answered in the searchable FAQ
document, located on the Free File Fillable Forms FAQ page.
e Tax Law Question— If you have tax law questions, you can receive online Help with Tax
Questions or call the IRS at 1800-829-1040. Hearing impaired taxpayers can call the
IRS at 1800-829-4059.
e Don’t Remember your Prior AGI — Get your Electronic Filing PIN online or call 1-866-
704-7388.
e Fillable Forms Software Question— If the Fillable Forms software does not appear to
work properly (e.g., calculation issues, input issues, rejection issues), open the searchable
FAQ pdf document on the Free File Fillable Forms FAQ page to find your answer. If
your answer cannot be found in that document, email us at
irs.gov.website.helpdesk@speedymail.com. Receiving an answer to your emailed
question takes approximately five (5) business days.
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