LAZO TAX SERVICE E-ORGANIZER PROGRAM

SAVING THE SETUP PROGRAM TO YOUR COMPUTER...

(Note: Instructions and examples prepared using a Microsoft Windows XP operating system,
Microsoft Outlook, and some screenshots from previous e-organizer versions. The appearance
of some examples may differ slightly depending upon your computer’s particular operating
system.)

1) You will have received an e-mail containing a link to download the e-organizer setup
program similar to the image below. Click on the link as indicated in the e-mail.

From: Tax Organizer Administrator [eorganizer @lscsoft.com] Sent:  Tue 1/5/2010 9:40 PM
Ta: atlazo @comcast.net

Ca

Subject: Lazo Tax Service : 2009 Tax E-Crganizer

-

January 5, 2818

Lazo Tax Service

18524 SE Stark St Ste 18@
Portland, OR 97216-2882
(583) 251-2188, x189
fax: 1-866-542-1497

Dear Allan and Joanne:

Below is a link to download your Electronic Tax Organizer, which will help us gather your current tax year
information. We will use this information to prepare your 2089 Individual income tax return. Click on the link
below and save the EXE when the File Download dialog appears. Run the EXE and enter your password without
dashes. Your password is your 5-digit zip code + the last four digits of your social security number. (For
example, if your zip code is 12345, and the last four digits of your social security number are 8838, your
password would be 122458888.) Enter your current tax year information on the Electronic Tax Organizer screens.
You can also import some tax data into the Electronic Tax Organizer from certain providers via the Internet --
just click the Import Data button at the bottom of the Electronic Tax Organizer, then follow the on-screen
instructions. If any imported data does not apply or is incorrect, delete or edit it on the Electronic Tax
Organizer screens. Also, answer all applicable questions in the Electronic Tax Questionnaire. You may use the
Client Notes screen to enter any additional information, guestions, or comments that might help us.

If the following link does not work, cut and paste the entire URL into your Web browser (e.g. Internet Explorer
or Netscape).
https://webservices.lscsoft.com/ACHS er/download/portal.aspx?
IAMWBFADCALQABADQARZAZACBAQABFADMAMOATADKAOQBEADEAMOAXADYANQEFAD

A.0ef&TY=2882

Please visit our website at http://www.lazotaxservice.com to view support documentation for the Electronic Tax

Organizer program. 1

2) Depending upon your computer system and security settings, you may receive a file
download security warning and will be asked “Do you want to run or save this file?”
Select “Save:”

File Download - Security Warning g|

Do you want to run or save this file?

Mame: ECrg2009.exe
Type: Application

From: webserviceslscsoft.com

BT ][ Save ]| Cancel |

7 = Whilke files from the Intemet can be useful, this file type can
y "; patentially harm your computer. 1f you do not trust the source. da not
= tun or save this zoftware, What's the rigk?
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Select a location on your computer, such as your “My Documents” folder, and create a new
folder named “EOrg2009” in which to save the EOrg2009.exe file:

Save As [E
Save jn: | GM}I Documents V| O ? ! '
Ty IC5) Woodworking
i Ea IL2) Word Template shartouks
MyRecent @) LINK TO TEMP FILES FOR INSERTING INTO PDFs

Documents 5| EQrgzons

e

Desklop

by Documents

o

My Computer

>

File name: | ECQrg2005. exe W | [ Open l

by Mebwork Save as pe: |.&pplicati0n w | [ Cancel ]

Open your “My Documents” folder (or the folder into which you saved the file above), and
double-click on the “EOrg2009.exe” file to begin downloading the necessary electronic organizer
program files to your computer.

You will receive the following screens and your computer will need to connect to the Internet:

I3 2005 E-Organizer Download/Install 3 2005 E-Organizer, Download/Install

Contacting download center.. Downloading E-Organizer Editor...
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GETTING STARTED...

After completing the step above, the e-organizer program automatically will install, then launch,
and you will be asked to enter your password.

Your password is your 5-digit zip code + the last four digits of your social security number,
entered without any dashes or spaces. (For example, if your zip code is 12345, and the last four
digits of your social security number are 8888, your password would be entered as 123458888.)

2009 Tax Organizer - Enter Password §|

“Welcome to the E-Organizer.

This prograrn allows you to enteryour 2009 tax organizer data on-screen and
then return it to your preparer via email.

“rou may also print the information or save itto a disk, then return itto your
preparer through the mail orin person.

To begin, enter your password below (you should hawve received your password
from waur preparer).

Your tex preparer:

Lazo Tax Service
10624 SE Stark St Ste 100
Portland, OF 97216-2852

(503) 251-2100, %109

Pazsword: |

LContinue »>

After correctly entering your password in the above screen, you will see the main e-organizer
screen:

| v2 7005 Tax Orpanizer
Sechons Detail
Introduction How to Use E-Organizer:
Your E-Organizer is a simple. flaxibla tool - you can save it and come back to it as often as

E-Qrganiter FAls you wish befare clicking [EumFesan] 1o return it to your tax praparer. Also, thers are
| |Instant Dhata Entry FACS sevoral ways to enter your 2005 Lo information. You can use any or all of thess mithods to
Latiar populate your E«Organizer with data
Ganeral
Taxperyar inlcimatcn b using the section list...
Direet Deposi of Fehmd Tha Section list on the left represents the tax farms inchedad in your E-Organizer.
Dutrsbgns for my Propares Just click on a section to opan it, then enter your 2005 tax infarmation in the Detail
Qinrsonmaing scraan that appears on tha rqht.
o
2005 Estimatas (Fom 1040-E5) your personal, non-tax data.
Incoma
‘Wages. Salanes. Tips (W-2)
CAZd Mgwo

Interest
<hgdd Mg

me (109%INT)

Pitausa Click the peher sacbons in the It to
eeter your 2005 tax data.

adding new forms...

To add a form that you don't see in the kst, chck [ AiNenEem] at the bottom of the
sereen = it will appear m the Section list and become part of your E-Organizer. Now
you cen cpen it on the left and enter 2005 tax information an the raght

Sale of invastmants / Homa
LA0d Mews
Deductions
Retirament | Cther Deductions
hemized Deduchans (1038

Importing data..,

To cut down on data entry, you also have the option of imparting some of your tax
data inta E-Organizer from cortain praviders via the intemet. Just click at
the bottam of the screen, then follow the on-screen instructions. Your imported data
will instantly appear under the Section kst and became part of your E-Organizer.

B ddtenfom | 403 ot Dt |
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ENTERING YOUR INFORMATION...

Click on the sections on the left side of the screen to enter your information for the 2009 tax

year. For example, if you click on “Dividend Income (1099-DIV)” you will receive a similar
screen:

Sclmns Totad
Introduction How to Use E-Organizer:
¥our E-O1 Janizer (s a smple, flexible tool = you can save it and come back to it a5 often a5
wou wish | efare cheking to return it Lo your bax preparer. Also, there are
saveral wys ta enter yoi tax infarmation, You can wse any or all of these methods to

E-Drganizer FADE
Ingtant Chaka Entry FAGE

Leter populats "our E-Organizer with data:
Guneral | g
Taxpenyor infomation b uiing the section list...
Diract Depotit of Rehand TH: Section st on o tax forms ir

in your E-Organizer
farmation in the Detal

Questans for my Frepares Jut click on a s

wr your 200

Cuessionnaire s ven that appears on the nght,
Peammnly Al Paraliey [ Gannenl " Click the General Sactm bo nnter
2005 Estimetes (Form 1040-E5) e YU pArsanB, nan-ta dats.
Income Depend on
Wiges. Salanes, Tips (W-2)

e] [

s ey Praposet

2005 E stmates (Form 1040-£5)

lick the other sections in the fist to
erter your 2005 tax data.

Incomo
Woges. Solocen. Tips (W-0)

Fetrament / Oher Deductions
Mermzed Deduckons (1093)

——— ]

al ding new forms...

Te add a form that you dont sew in the kst cick [B AaileEe| at the bottom of the
sela0n ~ it will appear in the Section list and bacama part of your E-Onganizer. Now
¥& can open it on the loft and anter 2005 tax infarmation an the right

in porting data...

Te cut down on data entry, you also have the option of importing some of your tax
o2 a into E-Organizer from certain providers via the intermet. Just click l-gd_'?l__il at
th' bottam of the screan, than follaw the on-screen instructions. Your imparted data
Wi instantly appear under the Section kst and bocame part of your E-Organizer

[B) skt tow o | A0y et Dt

Birt | Bonmia Praporer | g | o |

SAVING YOUR INFORMATION AND COMPLETING YOUR ORGANIZER LATER...

To save the information you have entered and complete and return the e-organizer later,
choose save from the main e-organizer screen:

Iy 2005 Tax Organizer

Sections Detail

How to Use E-Organizer:

Your E-Organizer is a simple, flexible tool - you can save it and come back to it as often as
you wish befare clicking to return it to your tax preparer. Also, there are
several ways to enter your 2005 tax information. You can use any or all of these methods to
populate your E-Organizer with data:

Introduction

E-Organizer FAQS
Instant Data Entry FAQS
Letter

General

Taxpayer Information
Direct Deposit of Refund
Questions for my Preparer
Questionnaire
Payments And Penalties
2005 Estimates (Form 1040-ES)
Income

Wages, Salanies. Tips (W-2)

gAdd Mew>
Interest Income (1099-INMT)

Retirement / Other Deductions
ferized Deductions (1098)

Add Mew Form | ¥ Import Data |

» using the section list...
The Section list on the left represents the tax forms included in your E-Organizer,
Just click on a section to open it, then enter your 2005 tax information in the Detail

screen that appears on the right,
Click the General Sections to enter
your persanal, non-tax data,

General

| Taxpayer Information
éDependem Information

| sAddMNews

|Direct Deposit of Retund
|Questians for my Preparer

| i P
<Add News ;200:?:'“""" ;;"" "I;:U"I'E';; A Click the other sectians in the list to |
Sale of Investments { Home | < ‘mn::m:':" p enter your 2005 tax data.
¢
Add News 'ages, Salaries, Tips (W-2)
Deductions Comp.

-

adding new forms...

To add a form that you don't see in the list, click at the bottom of the

screen - it will appear in the Section list and become part of your E-Organizer, Mow
you can open it on the left and enter 2008 tax information on the right.

-

importing data...

To cut down on data entry, you also have the option of importing some of your tax
data into E-Organizer from certain providers via the internet, Just click at

the bottom of the screen, then follow the on-screen instructions, Your imported data
will instantly appear under the Section list and become part of your E-Organizer.

Piint Retum to Prepare J Save

Close
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The program will confirm your information has been saved:

Information

Your 2005 Tax COrganizer has been saved,

You can reopen the e-organizer program by double-clicking on the “EOrg2009” icon created on
your desktop by the download program:

l
2009 E-Crganizer

RETURNING YOUR E-ORGANIZER TO US...

When you are ready to return your e-organizer to us, select the “Return to Preparer” button near
the bottom of the main input screen:

Iy 2005 Tax Organizer,

Sections Detail
How to Use E-Organizer:
Your E-Organizer is a simple, flexible tool - you can save it and come back to it as often as
E-Organizer FAQs you wish before clicking to return it to your tax preparer. Also, there are
1" |Instant Diata Entry FAQs several ways to enter your 2005 tax information. ¥ou can use any or all of these methods to
Letter populate your E-Organizer with data:
General
Texpayer Infarmation » using the section list...
Direct Deposit of Retund The Section list on the left represents the tax forms included in your E-Organizer.
Questions for my Preparer Just click on a section to open it, then enter your 2005 tax information in the Detail
Questionnaire screen that appears on the right.

Payments And Penalties
2005 Estimates (Form 1040-ES)

I General | Click the General Sections ta enter |
axpayor nfomaiion 4—‘ your personal, non-tax data.

ez ependent Infarmation

‘Wages, Salaries, Tips (W-2) | <addNews

<Add Mew |Direct Deposit of Refund
Interest Income (1099-INT) uestions for my Preparer 2

<Add Mow> | n:g;m:‘z ?’;‘r’mﬁfl::'é';)s ! H Click the other sectians in the list to |
Sale of Investrments / Home ! p enter yaur 2005 tax data,

<Add New> 'ages, Salaries, Tips (W-2)

Deductions A1 Corg

Retirement{ Other Deductions | <AddNew>

ltemized Deductions (1038)

-

adding new forms...

To add a form that you don't see in the list, click at the bottom of the

screen - it will appear in the Section list and become part of your E-Organizer, Mow
you can open it on the left and enter 2005 tax information on the right,

-

importing data...

To cut down on data entry, you also have the option of importing some of your tax
data into E-Organizer from certain providers via the internet, Just click at
the bottom of the screen, then follow the on-screen instructions, Your imported data
will instantly appear under the Section list and become part of your E-Organizer.

Add Mew Form | ¥ Import Data |

Piint J Retum to Preparer Save Close

50f12



You will see a screen that allows you to enter an e-mail text message to us:

Return, 2009 Tax Organizer To Lazo Tax Service

Select one of the following options for returning vour T ax Organizer to Lazo Tax Service.

Options
(* {E-mail to Lazo Tax Service [alazo@lazotasservice. com}

Pleasze enter the email text to be sent with vour Tax Organizer:

My E-Organizer iz attached.

™ Sawve to Disk

[ |

Send ‘ LCancel ‘

(Note: You must either be connected to the Internet or allow your computer to launch your
Internet connection when you return the file to us.)

You will receive the following screens as your computer connects to the Internet and returns
your file to us:

Returning organizer. Please wrait... |

2005 Tax Organizer,

¥our organizer has been returned to the preparer,

When the step above is successfully completed, the e-organizer program returns your data file
to us via e-mail. (Note: The e-organizer program contains its own e-mail utility, and you will not
see a copy of the e-mail that is sent to us in your normal e-mail program. Also, under normal
circumstances, it will not be necessary for you to send us a separate e-mail with any of the e-
organizer files attached.)
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PRINTING YOUR E-ORGANIZER INFORMATION...

You may print the information in your e-organizer by using the “Print” button at the bottom of the
main entry screen:

3 005 Tax Urganizer

Dotad

Sechons
[ mwoduction " How to Use E-Organizer:

‘Your E-Organizer is a simpla e toal - you can save it and come back to it as often as

il

E-Organizer FAQs you wish hiefore cheking [Be o] ter pestarn b bo your Lax proparer, Ak, thore anm
I |Ingtant Data Ertny FADE savaral ways to entar your 005 tax information. You can usa any or 3l of thase mathods to
Litttier populate your E-Organizer with data:
| General
Teawpeyer Information v using the saction list..
Direct Deposit af Refund The Section list on the left represents the tax forms included in your E-Organizer,
(Questions for iy Fraparer Just click on & section to open it, then enter your 2005 tax information in the Detail
Cusshonmain sernen that apprars an the right.
| Paymvets And Fonaltics TR T T Chick the General Sections to anter
2005 Estimates (Fomn 1040-E5) [Tty iknmalion your personal, ron-tax data,
| Income Diependent Intomesicn
Wages. Salanes. Tips (h-2) | saddnews
sl Howe |Dwect Deposit of Fitund
Irtiverest i {1 0SS-IMT) | Guestons for my Prepeser
il Nizws | Pl Click the cther sections in the list to
Sade of Investments / Home EznnJEshm;::::T 10ES) AT TN DN
A News |Wiages, Salasies, Tips (W-2)
| Deductions | '
Boetrement { Other Deduchons | tiddMews

Itesrrnzed Deduchons [1098)

adding naw farms...
To add a form that you don't see in the list, click [} AddNewFom| at the bottom of the

scraen - it will appear in the Section list and become part of your E-Organizer, Now
You can open it on the left and enter 2005 tax mformation on the right.

Importing data...

Ta cut dawn an data entry, you also have the option of imparting some of your tax
data into E-Organizer from certain providers via the intemet. Just click [Mg wotData| 3t
the bottam of the scroen, then follow the on-scroen nstruchions, Your imported data
will instantly appear under the Section list and become part of your E-Organizer,

[B) AkaNewgom | 8 Jnpoil Dt

Fiit | | ohum o Prepes | s | Do |

You then will see the print dialog box, which allows you to select a printer and select either
individual sections or all of the organizer information to be printed:

Print, 2005 Tax Organizer [‘5_<

Print

Print the Tax Organizer bo:

Forrs
Letter

| >

General
Taxpayer Information
Direct Deposit of Refund
CQuestions for my Preparer
Questionnaire
Payments And Penalties —
2005 Estimates (Form 1040-E3)
Income
Wages, Salaries, Tips (W-2)
Borders Inc.
John P Lazo, CRA

Erint &l

Prirt Selected

Cloze

=
;
§
5
1
;
j
s
;
1
[
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CLOSING THE E-ORGANIZER PROGRAM...

- To close the e-organizer, choose “Close” from the main e-organizer screen:

g 2005 Tax Organizer,

Sections

H E-O
E-Organizer FAQs

mple, flaxible tool -
you wish before clicking to return it to your tax preparer. Also, there are
I [Instant Data Entry FAQS several ways to enter your 2005 tax information. You can use any or all of these methods to
Letter populate your E-Organizer with data:
General

Texpayer Information

Detail

How to Use E-Organizer:
Vour E-Organizer is a si

» using the section list...

you can save it and come back to it as often as

Direct Deposit of Refund
Questians for my Preparer

The Section list on the left represents the tax forms included in your E-Organizer.
Just click on a section to open it, then enter your 2005 tax information in the Detail

Questionnaire screen that appears on the right.

Payments And Penalties
2005 Estimates (Form 1040-E5)
Income

‘Wages, Salaries, Tips (w-2)
<A Mewr>

Interest Income (1099-INT)
<A Mewr>

Sale of Investments / Hame
<A MNewr

Deductions
Retirement f Other Deductions

I General

Texpayer Information
Dependent Information
Add News
Direct Deposit of Refund
Questions for my Preparer
Payments And Penalties
2005 Estimates (Form 1040-ES)
Incom
Wages, Saleries, Tips (W-2)

Add New>

—

Click the General Ssctions to enter
your personal, non-tax data,

¢
p
¢

Click the other sections in the list to
enter your 2005 tax data.

lternized Deductions (1098)
» adding new forms...
To add a form that you don't see in the list, click at the hottom of the

screen - it will appear in the Section list and become part of your E-Organizer, Now
wou can open it on the left and enter 2005 tax information on the right.

-

importing data...

Tocut down on data entry, you also have the option of importing some of your tax
data into E-Organizer from certain providers wia the internet. Just click at
the bottom of the screen, then follow the on-screen instructions, Vour imported data
will instantly appear under the Section list and become part of your E-Organizer,

B) AddNewFam | g ImpatData |

Print ‘ Beturn to Preparer ‘ Save Close ‘

The program will ask if you would like to save the changes you have made:

Do ol wank to save the changes you made ko waur 2005 Tax Organizers

Mo Cancel

When the information is successfully saved, the following screen will appear. Click “OK” to exit
the program:

Information
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REOPENING THE E-ORGANIZER PROGRAM...

As instructed above, to reopen your e-organizer later, double-click the “EOrg2009” icon that the
setup program has created on your desktop:

[Note: Do not reopen the original e-organizer download program (EOrg2009.exe) that you saved
to your computer in the initial “Saving the setup program to your computer” step. Instead, follow
the step above on this page to reopen the e-organizer with your saved information.

If you inadvertently relaunch the original e-organizer setup file, the program will warn you that
you are about to overwrite existing data:

Attachment Data X

E-Organizer data already exists on wour syskem. Do you wank to replace the existing data?

Click Yes to replace the existing data, Click Mo to keep the existing data.

Unless you intend to replace information you already have saved, select “No” if you see the
above screen.]
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SPECIAL CIRCUMSTANCES: MULTIPLE E-ORGANIZERS FOR DIFFERENT INDIVIDUALS
ON THE SAME COMPUTER...

Please note: If you receive multiple e-organizers for different individuals, you can save them to
the same computer. You will be asked to select which e-organizer you would like to open when
you launch the e-organizer program:

2005 Tax Organizer - Select Liser P§|

There are multiple 2005 T ax Organizers on this computer sypstem,
Pleasze zelect the client you want to open, then click OF.

BL&NKTZ234
BLAMKEETS

You then will be asked to enter the password for the specific e-organizer you are trying to open.

2009 Tax Organizer. - Enter Password

Welcome ta the E-Organizer.

This program allows wou to enter your 2009 tax organizer data on-screen and
then return it to your preparer via email.

“'ou may also print the information or save itto a disk, then return it to your
preparer through the mail orin person.

Tao begin, enteryour password below (you should hawve received your passward
from wour preparer).

Your tax preparer;

Lazo Tax Service
10524 SE Stark St Ste 100
Porland, OR 97216-2887

(503) 251-2100, x109

Paszsword: |

LContinue »»
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SPECIAL CIRCUMSTANCES: RETURNING YOUR E-ORGANIZER BY FIRST SAVING TO
DISK AND THEN ATTACHING TO AN E-MAIL

To save your e-organizer to your computer, follow these steps to first save the file to your
computer and then attach the file to a separate e-mail outside of the e-organizer:

1. Launch the E-organizer 2009 program.

2. In the main screen, click on the "Return to Preparer" button in the lower right-hand
corner of the screen.

&g 2003 Tax Organizer E@@

Sections Detail
Introduction »| How to Use E-Organizer:
Introductian - .
g 2003 Tax Organizer
Letter Sections Detail
aereral —_— — 1. Enter ¥ 2003 Tax Inf ati
g Intraduction . Enter Your ax Information
Ta.):payer Information Lettar Click the section wou want to open in the Sections
Dil’ECt DEpDSit Df Refund Ganaral list, and then enter your tax information in the 2003
T  Informati column. You cannot edit tax data in the 2002 column
Motes PR sl -- thiz column is for reference only .
Cluestionnaire Dependent Infarmatipn
A I
Payments And Penalti Direct Deposit of Refind 2. Add a Hew Form
. Mot L If vou hawe 2003 tax information that did not exist in
2003 Estimates (Form 1040-E i BS_ . & 200%, click Add New Form to add a new section to
Income ,QH.EEJ.IEEI.I]BI.LE_ WOur arganizer.
- - Income
‘Wages, Salaries. Tips [WW-2)
<idd Mews 3. Send Your Completed Organizer
. . ihen wou hawve finished, click Returmn to Preparer
Sacial Secunty ! Other Incom
Interest Income (1 EIE’IEI-INTJ . to retum your organizer to yvour preparer electronically
i . De_d'_"_d'ons_ : through e-mail, print a paper copy of wour organizer,
2 Asset Acquisitions/Disposiic or save your file to a disk.
Deductions P
T = -
Assicz;-\;?du|5|t||:|n5,.fD|5p|:|5|t|c r—lﬂﬁ-ﬂd"“ﬁ“m 4 . [ﬂuumo?- I o : |
< i
Credits v
< ?

Add Mew Farm Frint J Beturn to Preparer ﬁave LCloze |

3. You will see a dialog box with options to "E-mail to Lazo Tax Service" or to "Save to

Disk." Select the "Save to Disk" option near the bottom of the dialog box.

Select one of the following options for returning your Tax Organizer to Lazo Tax Service.

Options
" E-mail to Lazo Tax Service [alazo@lazotasservice, com)

* Saveto Disk

Save the completed T ax Organizer to:

uments and Settings\Allanity Documents Browse...

Save | Lancel

11 of 12



4. Click the "Browse..." button and select your computer's “Desktop” as the location to save
the file, and then click "OK" and then "Save.".

] ] Return 2009 Tax Organizer To Lazo Tax Service
Browse for Folder, E|g| £

Select one of the fFollowing options for returning your Tax Organizer to Lazo Tax Service.

Please select the location where vou wank to save your
organizer data. Options

C:\Documents and SettingstalazolDeskkop ™ E-mail to Lazo Tax Service [alazo@lazotawservice. com)

ap N

[} My Dacuments
= j My Computer

g. 3% Floppy (A

g Local Disk (C:)

e Removable Disk (D:)

it CD Drive (E:)

i DR Drive (Fi)

Z# Scans on 'Cpa-server' (K:)

E Lacerte on 'Cpa-server' (L:) »

i+ Save ta Digk

< 3> Save the completed Tax Organizer to:
uments and SettingstallantMy Documents Browse. .

I Ok H Cancel ]

Save | Lancel |

5. Close the E-organizer 2009 program, saving your work when you exit the program.

6. The file we need sent to us now will be saved on your computer’s Desktop. The file will
have a name similar to "LAZOALLA.od9" and will appear on your desktop with an “09”
icon, as shown below.

7. Launch your regular e-mail program or connect to your Internet e-mail. Create a new e-
mail addressed to "alazo@lazotaxservice.com" and attach the file from step #5 to the e-
mail, and then send to us.
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