2016

With the IRS increasingly scrutinizing Employee Business
Expenses, we encourage the use of a tax professional for the
completion of your taxes. For those of you still doing it on your
own, we offer this only as a form of helpful tips.

Turbo Tax placement of numbers on
your 2106:

****It is illegal for you to use Form 2106EZ if you were
reimbursed a per diem by your airline! You must use Form 2106.
If TurboTax places your per diem amount on a Form 2106EZ you
have done something wrong!

Here are some tips to get you through Turbo Tax. These are
intended as tips only and by no means is Pro-Diem, Inc.
responsible for any omissions or errors on your tax forms. This
is intended only as a guide; please consult Turbo Tax is you
have any questions or problems!

Let’s start here:
¥ TurboTax Premier 2015

File Online Help

InTuit,

Turbolax. v Premier

Hi, Welcome to TurboTax!

We know you work hard for your money.

That's why we're here for you to help you
get back every dollar you deserve. Let's
get started.




Of Course we can’t help you do your taxes, but let’s take a look
at where the non taxable per diem you are paid will go on Form
2106. You will first try to find it on your W-2. If it isn’t listed there
in Box C - under code “L”, see if your company listed it as “per
diem” or “pdiem” at the bottom of your W-2. If you don’t see it
anywhere on the W-2, look on your final paycheck stub for the
year to find it. If you still don’t see it - CALL YOUR PAYROLL
DEPARTMENT! You know you where paid a per diem and you
MUST deduct it from what you are allowed to claim on Form
2106.

PERSONAL INFO = FEDERAL TAXES STATE TAXES @ REVIEW FILE l

You & Your Family

Getting started with TurboTax

1 We'll ask simple questions about you, then we'll look for ways to
get you back every dollar you deserve.



urooiax. Premier

PERSONAL INFO FEDERAL TAXES STATETAXES RE

You & Your Family

What's Your Name?

First Name | Joe

Joe, What Do You Do for a Living?

This is a question the IRS wants us to ask. Don't worry, this information doesn't

offfcome. TenaLll 1 Nave more than one OCCUDEEIGH ?

Examples of occupation include: student, teacher, fetired, truck driver etc.

Occupation | Pilot/Flight Attendani |

Did you serve in the U.5. Armed Forces (Active, stewe, or National Gua
=

O No




Continue entering all of your personal data to fill in Summary.

Your Personal Info Summary

This is what we've gathered so far. Next, we'll ask you about your income.

Joe Pilot

111-11-1111

01/01M1970

Pilot/Flight Attendant
Marital Status: Single
State of Residence: Texas

Dependents:

No dependents

Your Filing Status:

Single

Mailing Address & Phone Number:

123 Main St
Somewhere, TX 12345

(555) 222-1212

___ Other State Income:

Select “Continue”, then:

A Let's get your biggest possible refund

1 I I I i First, we'll ask you about the income you earned last year. Then
. . we'll search for money-saving deductions and credits to help you

get back every dollar you deserve.

Edit

Edit

ﬂ




Let's start with your W-2

If you have more than one, don't add them up together. We'll walk you through entering them
one at a time,_Learn More

(=) Work on my W-2 now,
O | don't have any W-2s

O Skip W-2s for now

Note: If you have a 1099-MISC, 1099-G and/or W-2G, we'll handle them in another
area.

How do | import my W-27?

L never received a W-2
L received a W-2 after filing

Let's Start With a Bit of Info from Your W-2

Enter the Employer ID Number (EIN). which is usually in box b on your W-2. Learn More

Employer ID Number (EIN) or Federal ID

11-11111 [ [~
| ==

Box b

[T ————
R e

W2 ™




You may see this screen:
Great News! We Can Enter Your W-2 for You

I T T T T

** VERY IMPORTANT!! **

Social Security Number Just becasue TurboTax can import your W-2, it
| does not mean that the per diem paid to you was
actually reported correctly on the W-2, or for that
Box 'd’ Control Number (eg.001234 SAN2/ABC)  matter even on it! You must locate this amount of
nhon-taxable perdiem to deduct!!! Not reporting it

WILL get you an audit!
Box "1' amount (Enter dollars & cents- eg.23526.80)

hhkkhkkhhhkhkhh bbbk kb kb kb kb hh

All fields are required.




Then:

Wages & Incom s & Credits

Jer Information

Bo Employer's Federal |ID Number

EIN Learn More  |1454444441 \ |

% ¢ Employer's Name and Address
Location & U5 Address
() Other

Employer Name
{Line 1)

Employer Name

{Line 2, optional)

Address
City
State

ZIP Code

ox a Employee's Social Security Number
SSN

x f Employee's Address
Location & U.S. Address
(_y Other

123 Main St

Address

Somewhe

t



Federal Wage Information (we'll work on W-2s one at a time)

~ -
Boxes 1-11 - If none leave blank.
1 -Wages 2 - Federal Tax W/H
3 - Soc Sec Wages 4 - Soc Sec Tax W/H
5 - Medicare Wages 6 - Medicare Tax W/H
7 - Soc Sec Tips & - Allocated Tips
10 - Dependent Care Benefits 11 - Nonqual Plans
T T T RN TEavE BIANK.

” -
Box 12 Letter Code Amount
ﬁE} Substantiated employee business expense reimbursement - l I
Select code from list - if none leave blank -
Select code from list - if none leave blank -
Select code from list - if none leave blank -

N
Box 13 - If none leave blank.
[ statutory Employee

[ S R IV R TRy L T ) [ R TP P T TR L]

.
Box 12a-d - If none leave blank.

Box 12 Letter Code Amount
L - Substantiated employee business expense reimbursement - . 4830.00 Sam ple $
Select code from list - If none leave blank -
\ Select code from list - if none leave blank -

Select code from list - If none leave blank -




Select “Federal Taxes”

Okay, Let’s look at how to make Form 2106 work correctly!

We will do it this
way:
How do you want to enter your deductions and credits?

I'll explore on my own

Guide me

* Walks you through all deductions and s Choose specific deductions and credits you
credits, one at a time want to work on

* Best if you want us to take you through all = Best if you know which situations apply to
situations you

Walk me through everything I'll choose what | work on



PERSONAL INFO FEDERAL TAXES @ STATETAXES  REVIEW
Wages & Income Deductions & Credits Health Insurance
Your 2015 Deductions & Credits
'ou can visit a specific topic below, or select Visit All to walk
through an entire section.
[ 2015 |
Your Home

Property taxes, mortgage interest, home refinance,
energy improvements

.
ﬁ Get Exira Help
Mortgage Interest and Refinancing Leam More
Property Taxes Leam Maore
Mortgage Insurance Leam More
Home Energy Credits Leam More
Mortgage Interest Credit Certificate Learm More
Homebuyer Credit Repayment Learn More

D.C. First-Time Homebuyer Credit Learm Maors

J‘ You and Your Family
1 Child care, Eamed Income Credit, Adoplion Credit

Child and Dependent Care Credit Learm More
Eamed Income Credit (EIC) Learn More
Adoplion Credit Leam More

Child Tax Credit Learn More

Charitable Donations
Clothes and cther items, money, miles driven, stock

mi¢

Gt Exira Halp

Import from lizDeductible Online Learn More
Donations to Charity in 2015 Learn More

Charitable Donations Camyover from 2014 Leam Maore

Look for this!

II Employment Expenses
Teacher expenses, other job-related expenses

Teacher (Educator) Expenses Learn More

FILE

Other Tax Situations

Scroll
Down!

Visit All

Visit All

Visit All

[ Job-Related Eq:enses}mm

>E&D



**** You will have to work your way through a few screens at this
point.....

Employment Expenses Related to a W-2

6 We can help you take a deduction for out-of-pocket work expenses.

Let us know if you had any of these expenszes for your W-2 income:

& Yehicle expenses for work, niot commuting Learm More
* Travel

# Meals and entertainment expenses

* Home office expenses

* Job-related equipment

Thig does not include:

Did you have any of these expenses in 2015 for your W-2 income?

% ‘r’esF

O Mo

Did you have any of these expenses in 20157

Mote: We're asking about unreimbursed expenses for just your W-2 income here,
not your 1088-MISC income.

* Job-zesking costs
= Purchass andior upkeep of uniforms or protective clothing

= Professional subscriptions
= Lnion dues

& Yes /
) No N




Tell Us About the Occupation You Have Expenses For

Enter in the name of your occupation for the job you have expenszes for. If you have expenszes for more than one

Occupation | FilotFlight Attendant |

Do Any of These Uncommon Situations Apply to Your Job?

Let us know if any of these situations apply to your job. (These are not comman.) Ve ry I m po rta nt !
. Y a i h tnsEalic-n nuﬁ Leam M l .

[] ‘our job is kocated in & Qualified Disaster Area. Leam More
[ The assets you used in this job are Indian reservation property. Learn More

[ The assets associated with this job that were acquired after May 4, 2007 are qualified Kansas
Disaster Zone property. Learn More

=3 R w is j at were acquired after August 27, are qua
[ Trhe assats iated with this job that ired after A 27,2005 lified GO
{Gulf Opportunity) Zone property. Leamn More

[ ou are employed by 8 company to run a daycare out of your home. Learn More
[ Mone of the above

~and



Home Office Expenses

Let us know if you had any expenses for a home office you had to keep as a condition of your employment, or
that you had to keep for the convenience of your employer. Leam hMore

Did you have any home office expenses because you had to work at home?

) Yes, | have home office expenses.
() Mo, | don't have any home office expenses.

~and
Any Vehicle Expenses or Sales?

“ou can use either the standard mileage rate or actual vehicle expenses, but not both. Leam More
Examiples of actual vehicle expenses include:

* (Gas and oil

* ar repairs

* Depreciation

* Section 179 deduction Learn Maore
* Auto lease payments

Did you have any vehicle mileage or expenses for your occupation?

= HE

~and



Did You Buy or Own Any ltems for Use on Your Job?

Let us know if you bought or owned any items or eguipment for uze on your job? Select Yes only
for job-related tems {other than vehicles) that are expected to last longer than a year.

Examples of itemns that are expected to last for longer than a year incleds:

* Computers
& Office machinery
* Fumiture

| want to know more about writing off assets

(2 Yes, | bought or owned items in 2015 that | used for my job.
{7 N, | didn't buy or own any items in 2015 that | used for my job.

Until you get to this screen:

Any Other Expenses?
Enter the following unreimbursed expenses that you had in this occupation. T h I S I S Wh e' re

arsing. 18 IEEXPEI'IEE PI‘O-DIeI-11 S -
— %calculatlon is

Meal expenses covered by department of transporiatio
placed!

Rules {enter your total meal expenses here)
Other meals and entertainment Learn More

Business gifts Learn More
Education expenses Leamn More

Professional publications

And...



Job-Related Expenses
Enter your "other"

Enter any other unreimbursed expenses related to your job such as

« Job-sesking costs | - job related expenses
:E;ﬂ;ﬁ:ﬁiﬂﬁgumm or protective clothing Learn More here See Dur IiSlt Df
:E:ﬁ;:m:jtsar\dtmlsmgtareexpectedtolastfﬂiless than a year SuggEStEd items in
s a .
e o | the Instruction
Urion dues 2.300. Manual that came
e with your report.
lﬁddinﬂfﬁs lﬂ”- 1 You must keep
\ records/documentati
on of these
amounts.
Reimbursements for Your Expenses YES! Your Emplﬂyer

Did any of your employers reimburse you for any of your expenses?

paid you a perdiem

B Yes. | received some reimbursements for my EXpenses.

Reimbursements for Meals and Entertainment Expenses

Oid your employer keep meal and entertainment reimbursements separate from your other job-related
expenses?

§ ves ]
T




Tell Us About Reimbursements

Enter any reimburzements you received while working in this occupation. Include any reimbursements reporied
under code 'L in box 12 on your W-2.

R ————————— | i {y] L= [oT-L g o)
Reimbursements for DOT Meals and Entertsinment auto-populate from your
W-2 info, you must enter
what you were paid in
NON TAXABLE
PERDIEM.
o | *Leaving this blank
WILL get you an audit!

Reimbursements for Other Expenses

Any Special Situations?

Did you have any expenses because you were any of these:

# Disabled Leam More
& A Cuslified Performing Artizt Leam More
* An Ammed Forces Reservist Leam More



You will then be able to review what has been entered so far:

Wages & Income Deductions & Credits Health Insurance Other Tax Situations

Job-Related Expenses Summary

Here's what we hawve so far. You can add, edit (change) or delete iterns.

Oeccupation Expenses
PFilot/Flight Attendant 10,178, E
Total 10,478,

Add Another Ocoupation

If you have no other items, select Done.

Then go to the “Forms” page in Turbo Tax:

Select Form 2106:
*# TurboTax Premier 2015

iz Edit Forms Tools Online Help

infu.

Step-by-Step Topic 3

A e —r e

Forms in Mv Return



e Edit View Forms Tools Online Help

nTuiT.

Turbolax. v Premier

Open Form

© Form 1040 Form 2106 (P
Errars

Form 2106 (Pilot/Flight Atten

Forms in My Return

—=| Form 1040: Individual
Form 1040 {Not Done)
Info Wks Select form 2106
Perzanal Wks (Jo=) (Mot Done)

Student Info Wk

Form W-2 {Untitled)
Schedulz & (Mot Done)
Misc Dadns

J
| Form 2106 (Pilot/Aight Attendant) (Not Done)

Form 5965 {Not Done)
W2/W2G Summary

Carryover Whs

Filing Inst (Page 1 of 1)
Return Summary (Page 1 of 1)

YES! Form 2106
NO! Do Not Use Form
2106EZ



Make sure the DOT check Box is checked on the Smart
worksheet.

Occupation in Which You Incurred Expenzes
Pilot/Flight Attendant

Form 2106, Part | Smart Worksheet

A Check this box to use this form for spouse's employes expenses.
If blank, taxpayer assumed. .

infarmation and qualified perfarming artist, Armed Forces reserve-related travel, or

B  For entry of business expenses {incl non- autc- I:Iepre-::latlc-n]l empla}fnr rE|mbursement

impairment-related work expenses, QuickZoom to Form 2106 Adjustments Whks ™  CuksZoom
C  Check this box to file Form 2106 even if yvou gualify to file Form 2106-E2. ... ... ... ... ..
QuickZoom to Form 2106-EZ for these employss business expenses . *™ Gou

|

D
E Check thiz hox if 3 fee hasis at=te or lnes] government officis)
F

=] g Lo - o o
H  Treat all MACRS assets for activity 2= quallf ed Ir'u:'.lan rese:nratlu:n pru:perty"‘ . |_| Yes
| Treat all assets acouired after Aug 27, 2005 as

qualified GO Zone property?. ... ... ... i ) Regular || Extension
J  Trezst all assets acquired after May 4. EDEI? T

gualified Kansas Disaster Zone property?. ... .. e ] Yes
K Was this activity located in a2 Qualified D|535ter .ﬂ-rea7 e L) s
L Employse home office used for daycare?. .. .. . .. ... ... ... ... ......... ]Yes

Check this box if subject to Department of Transportation (DOT) hours of service limits. .

MND

MND
M Mo
MND

Employee Business Expenses and Reimbursements



Last but not least Verify that Turbo Tax calculated your
difference from Line 8 Column B at 80% and that math was done
correctly.

toand fromoworke ...

3  Travel expense while away from home overnight, including
lodging, airplane, car rental, stc. Do not include mezls
and entertainment ...

4  Business expenzes not included on lines 1 through 3.
Do not includs meals and entertainment. QuickZoom fo 2706
Adj Whks to enter non-auto depreciation and other business exp 2,795,

Department of Transportation (DOT) Employees Smart Worksheet

Mezls covered by DOT rules regarding hours of service limits ... ... ... .. .. 14,060.
Cther meals and entertainment expensss. .. .
Reimbursements for DOT meals. . .. . .. 4,830.
Feimbursements for other meals and entertainment. ... .. ... ... .. ... ..

oOm>

1]

Mezls and entertainment expenses. P 14,060.
6 Total expenses. In Column A, add lines 1 through 4 and
enter the result. In Column B, enter the amount from line 5. ... 2,795, 14,060.

Mote: If vou were not reimbursed for any expenses in Step 1, skip ine 7
and enter the amount from ling & on line &.

Step 2 — Enter Reimbursements Received From Your Employer for Expenses Listed in Step 1

7  Enter reimbursements received from vour employer that were not
reported to you in box 1 of Form W-2. Include any reimbursements
reported under code 'L in box 12 of your Form W-2.. ... ... .. ... 4,830.

Step 3 — Figure Expenses to Deduct on Schedule A (Form 1040 or Form 1040NR)

8 Subtract line 7 from lins &. If zero or less, enter -0-. However,
if line 7 is greater than ling 6 in Column A, report the excess
az income on Form 1040, line 7 {or on Form 1040NR, line 8., .. ... 2,785. 9,230.
Mote: /f both columns of line 8 are zero, you cannof daduct
emplovee businsss expsnsss. Stop hers and attach Form 2106
to your refurn.

9 |n Column &, enter the amcunt frem line 8. In Column B,
multiply line 8 by 50% (50}, (Employees subject to
Department of Transportation (DOT) hours of service limits:

Multiply maetSipgnses incurred whi A et

businsss @: ) instead of B0%. For details, see nstr). ... 2,785, 7,384,
10 Add the amounts on line @ of both columns and enter the total here. S

Also, enter the total on Schedule A (Form 1040), line 21 (or on Schedule A

(Form 1040NR), line 7). (Armed forces resenvists, qualified performing artists.

fee-basis state or local government officialz, and individuals with disabilities:

See the instructions for special rules on where to enter the totzl). ... ... ... .. ™ 10 10,179.

That'’s it! We hope that helped!

Pro-Diem, Inc.



