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4. Client Letters & Bills:  
Standard client transmittal letter and bill descriptions are provided with each program.  Access Transmittal 
Letters or Client Bills from the Initial Setup Options Screen, or from the Setup Menu to review/modify standard 
letters and bills.  
  
5. New Client Setup:  
You must set up Basic Client Information to prepare returns for a client.  From the Program Manager Screen, 
click the Add New Client button to create and enter data for a new client.  All data will automatically “flow” to the 
client’s tax return.  To modify an existing client’s basic information, select the client, then click the Edit Client 
Data button.  
  
6. Preparing Tax Returns:  
To prepare a tax return, select the desired client from the client list on the Program Manager Screen.  Either 
click the Prepare Return button, or click the Toolbar shortcut to go to a specific tax return program.  Refer to 
Program Help for tax program assistance as necessary. To get a quick overview of a specific tax program, go to 
the Help Menu, then Contents, and view the information under Overview about Using the Program.    
  
7. Program Help & Technical Support:  
Program Help - Refer to the Program Help Menu for general assistance in using the programs, or press F1 for 
specific help on any screen.  
  
Technical Support  
Phone: (800) 270-3643 • Fax: (877) 721-7249 • Email: Support@ProfitDevelopers.com  
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SAXTAX Software 2010 Tangible & 1040 Organizers 
                              
We ship our 2010 Programs to you as early as possible to enable Client Organizer Preparation and Data 
Transfer (see enclosed sheets) before tax season begins. The following instructions along with the Program’s 
On-Line Help Screens (F1) should assist you with these activities.    

  
If you have not already done so, please begin by installing and setting up your 2010 Programs in accordance 
with the Quick Start Guide on pages 1 and 2 of this document. Make sure the Program Year on the Program 
Manager Screen is set to “10”.  
  
Printing Organizers 
 

 Organizers are printed using information from last year’s client data files.  Printing organizers does not affect 
your client files from previous years. See below for special steps in printing 1040 Organizers.  

 

 From the Program Manager screen, under the Setup Menu, choose Organizers.  
 

 For each program, press the Review or Modify Cover Page Text button to review and/or make changes to 
the Organizer cover page. The cover page that appears will be your cover page from last year, so be sure to 
check dates and other information carefully. Several insert code variables (tax year, firm information, due 
date, etc.) are available for automatic printing of applicable data on your cover page.  

 

 To print, from the Program Manager screen, under the Activity Menu, move your pointer to Organizers.  
For new clients, select Print Blank Organizers to print a generic organizer without any data carried over from 
last year.  
 

 For last year’s clients, select Print Client Organizers:  
  

 Specify the source drive and directory for your 2009 client data files.  
 

 Select the type of organizers to print – Tangible or 1040.  
 

 Select the clients desired.  To select all clients, press the Select all Clients button. All names should then 
be highlighted.  

 

 Review your selections and press the Print button to start the printing process.  
  
Special Steps for 1040 Organizers 
 

 Setup – Organizer Cover page – SAXTAX has a customizable cover page and a default cover page that 
cannot be modified. 

 

 Check the Customize Cover Page box to review, modify and use your customized Organizer cover 
page.  

 

 Otherwise, the SAXTAX default cover page will print with your Organizers.  
 

 Press the Print Cover Page button to review the customized and default letters. 
 

 Setup – Organizer Questionnaire – Under the tab Questionnaire and Forms press the Modify Questionnaire 
button. 

 

 Check off the questions you would like to include on the questionnaire that will print with your 
Organizers.  Under the User Defined Questions tab, you can add additional questions for inclusion.  

 

 Setup – Forms to be Included – Under the tab Questionnaire and Forms press the Organizer Forms to 
Include button.    
 Check off the forms to include when you print blank organizers.  (e.g.  You probably want to print most 

forms for all blank organizers, but you may not want to print a Schedule F form.)  
 

 Check off the forms to include when you print client organizers.  All applicable forms based on last 
year’s return will automatically print whether or not you check them off here.  You may, for example, 
want to always print itemized deduction forms even when a client did not itemize last year.  

 
 
  
 



 
 
 
 
 

SAXTAX Software 2010 Network Management Module 
 
The Network Management Module facilitates the use of all SAXTAX Programs in a network environment by 
checking client files in and out to different users, ensuring that only one person at a time works on a client’s 
return. It allows multiple users to customize their own default settings for preparer information, transmittal 
letters, and client bills. Users will also be able to access data in different folders and different program years 
without interfering with one another.    
 
Installation Note: To operate properly, your SAXTAX Programs must be installed to the network file server. We 
suggest that you install to the server from a workstation. Installation of the Program on individual workstations 
while using the file server for client data storage will not protect the integrity of the client data files. 
 

Install the SAXTAX Software (which, if purchased, will include your Network Management Module along with all 
other programs purchased) in accordance with the Quick Start Guide on pages 1 and 2 of this document. Use 
the instructions on the following page to create a SAXTAX Shortcut on each workstation “pointing” to the 
network file server. 
 
Network Management:  When you run your SAXTAX Program, the User ID List box will appear. Choose an ID 
from the drop down list or enter your ID (in CAPS). Entering “MGR” identifies you as the “Network Manager” 
and allows you to go through the initial setup to establish default settings for all users.  
 
Access the Network Users (setup) Screen: While on the Program Manager Screen, from the File Menu, 
select Network Management. This option is only available when you have signed in as “MGR”  
 

 
 
Network Users Setup: The Manager (MGR) can set up User ID’s for each of the program’s users on the 
Network Users Screen. Each User can then customize preparer information, transmittal letters, and client bills.  
Only one person should log on as MGR. Users should always log on with their User ID (not as MGR).  
 
Unlock Files: Occasionally, a program problem or power outage may cause the program to be abnormally 
terminated. When this happens, a user may be locked out of the client file or directory that was in use at the 
time the program was terminated. If you see the “File in Use” message and you are certain that the file is not 
currently in use, you will need to “unlock the file”. 
 
To unlock all client files, the Network Manager (sign on as “MGR”) should go to the Network Management 
Screen. Make sure other users are out of SAXTAX and click the Unlock Files button. Files should now be 
unlocked and you can return to the Program Manager Screen. Note, if the unlock procedure is done by a 
regular user of the program, he should exit the program (logout) as the Network Manager and return to the 
program using his own User ID.  
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Adding a SAXTAX Windows Desktop Shortcut  
  
  
The 2010 Program installation will create a “SAXTAX 2010” Shortcut on your desktop, which will “point” to your 
new installation.  
 
If you have installed SAXTAX to a network server and want to create a new SAXTAX desktop shortcut on the 
network workstations, follow one of these procedures:  
 
Create the Shortcut “from Scratch”  
 

 Using your mouse, point to a blank spot on the Windows desktop and right click.  
 

 From the list, choose New, then Shortcut.  
 

 In the Command Line box, enter the EXE file and its path.  For example, if you installed to the F: drive and 
the FLINT folder, the entry should be:  F:\FLINT\SAXTAX10.EXE .  Of course, you can use the Windows 
browse utility to help locate SAXTAX10.EXE.  Click Next to continue.  
 

 Enter the name for your shortcut (for example: SAXTAX 2009).  
 

 Click Finish.  The shortcut should now be on the desktop screen.  
 

  
“Drag” the Shortcut from Windows Explorer 
 

 Open the Windows Explorer. Shrink the window so the desktop can be seen.   
 

 Locate the folder containing the SAXTAX Programs. 
 

 Open the folder and locate the file SAXTAX10.EXE. 
 

 

 Use the mouse to drag the file to the desktop. A shortcut is created. 
 

 

 Rename the shortcut as desired. To rename, right click and choose Rename.  
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