Amended Return Preparation Procedures
If a taxpayer has filed an original return that is incorrect, they must amend the return using
Form 1040X (104X for the State of Colorado) to change any of the original information.
•
•
•

Amended returns can only be filed on paper and cannot be electronically filed. The
customer will need to mail the return to be processed which may take 10-12 weeks.
If filing an amended return, you may never change the filing status from Married Filing
Joint to Married Filing Separate after April 15 in the year the return was due.
Refunds generally may only be claimed for amended returns up to 3 years late.

Please Note: We cannot amend a tax return for any customer without the original copy that the IRS and state have on
file. If the taxpayer does not have a copy of their Federal and State of Colorado return, they must call the IRS (1-800-8291040) and State of Colorado (303-238-7378) or order a transcript online to obtain a copy before we can amend the return.
To prepare an amended return in TaxWise where the DABC already has the original return in our database:
1. Open the original return in TaxWise. On the customer’s folder write Amended Return anywhere on the front.
2. Click on “Add Form” and type 1040X. Add this form to your forms tree.
3. If amending a return that includes the State of Colorado, click on “Add Form” and type CO 104X. Add this form to
your forms tree.
4. If you get the following when adding forms, answer “YES.”

5. Make sure that the original return matches the taxpayers copy that they provide to you. Once you are sure that
everything matches, open the Form 1040X and “Freeze” the return by checking the box below.

6. You will also open the Colorado 104X form and check the same box on that form to “Freeze” the state return.

7. Now you are ready to make any changes to the original return. Just add or remove income and deductions to the
Form 1040 as if you were preparing an original return. The software will automatically adjust the 1040X and 104X
accordingly.
8. On page 2 of the Form 1040X, you must describe in detail what you are amending. The text fields do not run into
each other, so be careful and use Tab to type on the next line when the first line is full.

9. The State of Colorado requires that you also attach an explanation of what is being amended (you will check the
box that says “Other” on page 1 of CO 104X). Because there is no field to actually type this information, it is
recommended that when you print these returns to be mailed, that you print and attach a copy of Page 2 of the
1040X to the State of Colorado amended return. This will show the explanation you are providing the IRS.
10. Printing the Amended Return(s): You cannot print an amended return like you normally do in TaxWise. Please
follow the procedures below for printing:
•
•
•

After quality reviewing the return, click “Print Return.” When the print manager opens, indicate you want
to print the entire return twice. Do this so that the taxpayer has a copy for their records.
Then print an extra copy of the form 1040X pg 2. This will be attached to the State of Colorado amended
return to be mailed. It provides the state an explanation of what is being amended.
You will need to make sure that you have attached a copy of any forms or schedules utilized by the
amended return. For instance, if the taxpayer was adding a new W-2, be sure to attach a copy of the W-2
(or an IRS transcript) to the amended federal and state returns.

Once you have printed the copies, you will need to assemble the return(s) for the customer. One copy will be for the
customer to retain and one copy for them to mail. Remember to attach any documents amended to the 1040X for mailing
(such as a copy of a Form W-2). The customer(s) must sign the return before mailing. Provide an envelope for the IRS
and State of Colorado to mail the returns. The customer must also include a check or money order in the envelope if a
balance is owed. The DABC will not retain anything in the customer folder other than the Intake Sheet.

To prepare an amended return in
TaxWise where the DABC does not have
the original return in our database:
Open the appropriate year of TaxWise and input a full copy of the original return (if amending 2011, open the 2011
software). You must make sure that the return matches the copy that the customer provides to you, identically. The
1040 page1 and page2 should match the original. Once you are sure that the return is identical to the original, go to step 1
and begin the process of amending the return.
Revised 2014-12-08

Denver Asset Building Coalition

www.DenverABC.org

