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© 2018 Expat Tax Tools, Inc . 

All rights reserved. No parts of this work may be reproduced in any form or by any means - 

graphic, electronic, or mechanical , including photocopying, recording, taping, or information 

storage and retrieval systems - without the written permission of the publisher.  

Products that are referred to in this document may be either trademarks and/or registered 

trademarks of the respect ive owners. The publisher and the author make no claim to these 

trademarks.  

While every precaution has been taken in the preparation of this document, the publisher and 

the author assume no responsibility for errors or omissions, or for damages resulting f rom the use 

of information contained in this document or from the use of programs and source code that 

may accompany it. In no event shall the publisher and the author be liable for any loss of profit 

or any other commercial damage caused or alleged to hav e been caused directly or 

indirectly by this document.  

Software Requirements  
 

The Form 8621calculator solution is a web based application.  

To ensure full compatibility, please use the current version of one of the following browsers:  

 Internet Explorer 10+  

 Chrome 22+ 

 Firefox 27+ 

 Safari 6+ 

 

The 8621 Calculator will run on Internet Explorer and other browsers, but may not function as 

well.  

Calculation modules:  
 

 Section 1291  Calculation  

 Mark -to -Market  Election  (first year election)  

 Section 1296  Calculation  

 US Transitional Rules Application  

 QEF Election (Pedigreed and Un -pedigreed QEF Calculation)  

 Deemed Sale Election  

 Offshore Voluntary Disclosure Program (OVDP) Alternate Calculation  

 Expatriation  
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This user guide is intended to help you get familiar with the form 

8621 calculator software and all of its features. For a òhow toó type 

of guide please use the òPractical Examples Guideó. 

1 General Information  & First Login 

 

    Main login screen  

1.1 Logging in the first time  
 

The main administrative account will be set up by Expat Tax Tools . You will receive a  

company code, administrative user name an d password after the license agreement is 

signed and payment has been received.  

Use the Administration G uide for instructions on add ing  users to your company 

profile.  

User account s will be setup by your  Administrator.  

1.1.1 Choosing the right password  

A strong p assword is minimum 8 characters long, includes at least one upper and lower 

case letters, numbers and punctuations/symbols.  
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To help you select a strong password, our strength indicator will show you whe n you have 

met each requirement .  

 

The òsaveó button will remain disabled until you have selected a suitable password and 

confirmed it . 

 

Note that passwords are case sensitive.  

Click òsaveó to continue. 
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2 Software Customization  
Note that you may also access any of these features by choosing the òSettingsó 

option from the top ribbon, then select the desired item from the list.  

2.1 Security Questions  

Select one of the security questions from the dropdown and enter an answer you will be 

able to remember. This will enable the reset password option at log in . 

 

The answer is not case sensitive.  

Click òsaveó to continue. 

2.2 Currencies  

By default, the calculator only has the US and Canadian dollar currencies enabled in 

each  user profile.  

The calculator currently supports 169 different currencies from around the world.  

Additional currencies that you commonly use may be added to your user account by 

selecting desired currencies from the currency table and click on òsaveó to associate the 

selected currencies with your account . 

The program will automatically apply the dail y exchange rate when entering transactions 

using the  currency setting of the account of the PFIC investment.  

If a rate for a certain date is not available in the database, the program  

automatically defaults to the next banking dayõs rates.   
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The daily tran saction exchange rates can be over -written if desired.  

The exchange rate is updated daily in the cloud environment and monthly on the server 

options.  

 

Currency list  

The calculator contains the exchange rates up to the first day of the current calendar 

yea r. You can select up to six currencies at the time.  

Click on òsaveó to continue. 

2.3 Language Settings  

The calculator supports the following user interface language options:  

 English 

 French  

Note that since the IRS does not accept forms and returns in any other language than the 

official language, all forms, statements, and calculations will be still presented only in 

English; regardless of the language setting of the user interface.  

 

Click on òsaveó to continue. 
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2.4 Client List Setting  

Customize your Client list on the main page to display only the information you select.  

 

You may 

choose to 

enable or 

disable any 

columns in this 

section.  

  

 

 

Depending on your administrative setting some of these columns will not be visible. For 

example cloud users will have the o ption to the following columns only:  

 

 

 

 

 

Select your  options and click òsaveó to continue. 

2.5 Account List Setting  

 Available options are limited by the system administrator . 

 

Account list options 

in the Desktop and 

Cloud versions.  
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Select your options and click òsaveó to continue. 

2.6 Other Settings  

 

2.6.1 Spreadsheet Program ð Export to Excel  

If you use ProSystem fx, Global fx, or Axcess Tax software you will be able to import some 

data into the tax software using the import grids.  When importing into the CCH tax 

software using the import function, the first line of data in the sheet has to be line seven to 

accommodate for the table header and other information.  

By Selecting Excel from the drop down the calculator will start the data grid output on line 

seven so the grid can be imported into the tax software without worrying about data loss.  

If you are do not have Excel, you can import using a òcopy and pasteó method.  

By selecting Open Office, the calculator will start the output on Line 1, so the spreadsheet 

c an be easily selected and copied.  

2.6.2 Diagnostics  settings  

The calculator offers multiple diagnostics tools to help troubleshoot data entry mistakes.  

Some of these functions are permanent, but others can be disabled.  

See òDiagnosticsó section for more information.  

2.6.3 Threshold 

Set the warning threshold when entering transactions over/under the average transaction 

amount.  The default amount is 0.25  

See 9.1.2 and 9.1.4 for more information.  
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2.6.4 Quick Print  

The form 8621 calculation screen contains three tabs: Calculati ons, Forms Guide, Tax 

Software Entry Guide.  Select the tabs you would like to include in the Quick print option.  

 

The print button  prints out the current tab, while the quick print button   prints all 

tabs selected in this section.  

2.6.5 Consolidated Forms Guide  

 
If your tax software does not support the Form 8621, or you prefer to use the forms from our 

calculator, you should select the òUse Consolidated Forms Guideó option. 

More on how to use the consolidated forms guide and how to transfer the information  

from the calculator onto your tax return in the òPractical Examples Guide ó. 

3 Timing Out  

For security reasons your session expires after  

24 minutes of inactivity.  

The program will log you out and redirect  

you to the main log in page with the  

message on the right.  

To adjust length of the timeout you must log in as an administrator. (See administrative 

Guide for more details.)  

4 User Interface   

After logging in t he software will automatically open to the client list.  
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4.1 Data Grids  

Most information in the calc ulator is presented in a data grid  format . 

4.1.1 Searching / Filtering results 

To activate the filter function, hover over the grey line in the first row . 

 

Location of the filter bar  

 

The filter bar opened  

Filter by one or multiple columns to na rrow down to th e required data.  
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4.1.2 Selecting items in the grid  

The active row in the grid has a darker gray highlight.  

To select an  item  simply click on the row.   

 

4.1.3 Sorting Grids  

In order to sort the data grids simply click on the table header.  Sortable columns are 

marked with the  double arrow.  

 

The column marked with a darker header is being used in the sorting. The arrow  on the 

right side of the header shows the sorting order.  

To change the sorting order, click on the header again.  

To sort by multiple columns, press  and hold the SHIFT key while making your selections.  

4.1.4 On screen help  

 
The information icon        indicates  that more 

information is available for  a specific data field.  

Click on the icon to view  the information pop -up.  

To close , simply click outside the  area or click on the 

òokó button . 

4.1.5 Activity indicator  
 

The activity indicator is located at the top right corner of the screen shows your current 

place in the program.  

 

 

The example above shows that we are currently working in a client account, ID  òCLIN1234ó 

and we are looking at the clientõs òAccount Listó. 

https://www.google.ca/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjIg9rGzcbLAhWBmoMKHb2QAMsQjRwIBw&url=https://commons.wikimedia.org/wiki/File:Cursor_Hand.png&bvm=bv.116954456,d.amc&psig=AFQjCNFnyiqiGNRx3SCxHSxQjhwb_77UTQ&ust=1458265776066729
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5 Navigation  

5.1 Menu  options  (Top -ribbon ) 
 

The calculatorõs main menu is located on the left side of the screen. 

In this menu you will find options for client and account 

management as you move around the software. .  

The calculator is equipped with a responsive layout, which means 

that it will optimize the side menu location based on your current 

screen resolution.  

 

 

 

On smaller screens the left menu is merged with the top -sub menu containing the settings,  

help documents and the log out button.  

 

 

 

 

To access the sub items of the menu in the top ribbon, move your mouse over the menu 

item. A sub menu will open with additional options.  

 

5.1.1 Client Menu  

The client menu will be  located in the left menu or the top  ribbon depending on your 

screen resolution.  

The options under this menu:  
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 My Clients  

 Office Clients (optional ) 

 All Clients (optional ) 

 New Client  

 My Transfers 

5.1.1.1 My Clients  

My Clients contains your client portfolio s. By selecting the My Clients menu you can se e 

the client list that contain s your clients only.  

5.1.1.2 Office Clients & All Clients  

This is an optional menu selection only available when the system administrator has 

enabled the office or companywide searching function (not applicable in the cloud 

setting).  

By selecting òOffice clientsó, the client list will show all clients associated with any user in 

your office.  

 The òAll Clientsó option will list the companyõs full client list. 

Note that users set up with a Supervisory account will have access to the ful l client list at 

all times.  

The Office search function requires that all users in your company are assigned 

to an office.  

See the Administrative Guide for more details on how to assign users to offices.  

5.1.1.3 New Client  

Select this menu option to add a new clie nt to the database. See 6.1 for more 

information about the process.  

5.1.1.4 My Transfers 

Clients are associated with a specific user in the database. Only the associated user will 

have editing rights to the client information. In some cases it is required to trans fer clients 

between users .  

Under this section you will see all the òincomingó and òoutgoingó transfer requests, and 

their status.  

 

By default the grid is sorted by the Date of Request.  
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The request type can either be  

 òTransfer Inó ð An unassociated use r has sent a request to the user who currently 

òownsó the client, to transfer the client file to them for editing. 

 òTransfer Outó ð The associated user has received a request to allow a client 

account to be transferred to another user.  

The Status has four different options:  

 Approved ð the transfer is completed and the date of approval is recorded.  

 Disapproved ð the transfer was rejected and the date of rejection is recorded.  

 Pending ð no approval/rejection received , the date of approval field is blank.  

 Supervisor ð Since supervisors do not have to go through the approval process 

and they can transfer clients between any two user accounts freely, the 

supervisory request simply noted and the date of transfer is recorded.  

The Action Date column shows either the  transfer date, the date of approval or denial.  

The Client column contains the clientõs name (if enabled) and the client ID. 

The User column shows where the client was transferred to or from.  

The email filed contains the userõs email. 

The notes contain the  notes entered by the user at the time of approving or rejecting 

the clientõs transfer request. 

For information about how to transfer client see 6.1.  

5.1.2 Active Client Menu  

The active client menu is the first item in the top ribbon, or it is located on the lef t side 

depending on the userõs screen resolution. 

The options under this menu:  

 Accounts  

 Investments  

 Form 8621s 

 Capital Gains (require the purchase of the Capital Gains  additional module)  

 Edit Client  

 Transfer Client  (if applicable  - supervisors) 

 Request Cli ent Transfer  (if applicable ð users: when looking at a client associated 

with another user)  

 Orphaned Clients  (if applicable  ð users & supervisors: when there are clients in the 

database associated with an inactive use account ) 
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5.1.2.1 Accounts  

The accounts page co ntains an overview of the active clientõs list of accounts. 

Depending on the administrative setting, the data grid may  contain additional  columns:  

 

The closed column will indicate the year an account was closed . 

In the cloud version the account number will be  limited to four characters and only the 

columns shown above are available.  

For more information about opening, closing or editing accounts see 7.1  

5.1.2.2 Investments  

The investments page contains the clientõs PFIC portfolio. 

 

5.1.2.3 Form 8621s 

This page lists all completed pending Forms under the clientõs portfolio. 

 

For more information about creating and managing Forms see 10.  

5.1.2.4 Edit Client  

Select this menu option to edit the current client information. See 6.4 for more 

information about the process.  


















































































































