
Filing an Extension to file 
Form 4868

***The cost is $40 *** 
cash, check, credit card only!!! 
This MUST be paid upfront



You will start the return like you always do

1. 2.

Tax-Year 2023 Menu Tax Programs – Tax Year 2023



3. Enter Customer data

• You MUST “Create a New Tax Return!!

• DO NOT use LYS information

4.



Choose: “New Form 4868 (Automatic Extension) Including States”



Once the return opens you will enter the personal information like normal.  You will stop at the following 
question and follow the next steps:

On this screen you the answer is zero unless you have done a return already.  In most cases you have not. 



1. Did they make quarterly payments? This  
information would go here

0



If they are going to owe- Are they going to mail in a payment with the 
Extension?  We can ACH on a specific Date from Checking account. This 
is more efficient, and they will have a record of the transaction.

***REMEMBER- this is an extension to file NOT to pay. All payments and 
amounts owed are Due April 15th, 2024. If they will owe, they need to 
send as much as possible if not all of it

If they are getting a refund, then they Do Not have to mail a payment!



A voucher with an “F” or an “S” in the upper right hand corner will 
print if they need to mail in a payment to Federal or State.

2015,2023 ending



Finally:
• You will finish the return just as you do every 

other return you have been doing all year.

• The fee is $40.00 and this has to be paid up front 
and CAN NOT be withheld.
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