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On the Associated 
Persons tab; check the 
list to make sure 
someone is liable. 

If nobody is liable, 
click the 
“Add/Edit/Delete…” 
button to update 
associated people and 
income information.

To get to the client 
liability screen you 
may follow the menu 
choices or click on the 
liability icon shown to 
the left. 

Choose the client. 
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To enter income 
information;  

1. Mark the person as 
“financially liable”. 

2. Enter the income 
information.  

3. Click “Save” 
4. Click “Close” 

On the associated people screen information is maintained 
regarding dependents, liable people, and others. 

After updating/entering 
income information; 
you are returned to the 
liability form. 
 
Click on the Deductions 
tab to continue. 
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When you click on the 
deductions tab; you will 
be asked if you want the 
computer to calculate 
state & local tax.  Click 
“Yes” or “No” as it 
applies. 
 
Enter the other 
deductions that apply 
for this client. 
 
Enter the number of 
dependents at the 
bottom of the screen. 
 
Click on the Other 
Deductions tab to 
continue. 

Enter any additional  
deductions that apply 
for this client. 
 
Click on the Totals  
Results tab to continue. 
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Click on the 
“Calculate” button to 
calculate the residential 
and non-residential 
amounts. 
 
Click “Save”.  This 
saves the liability 
information, and 
updates the information 
on the client insurance 
screen. 
 
Click the “Print” button 
if you want to print the 
liability report. 
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A client’s liability report may also be printed from the reports menu, which is shown below. 


