“L)@ Wolters Kluwer When you have to be right

CCH AnswerConnect

2017 Quick Start Guide



https://www.cchgroup.com/

CCH® AnswerConnect Quick Start Guide

Content

Logging Into CCH AnswerConnect 2
Tool Bar 3
Searching Content 4-10
Using a Keyword Search 4-6
Searching For a Specific Citation 7
Working with Search Suggestions 8
Finding Code Section Locations 9-10
Saving a Search 1-12
Printing and Saving a Document to a

Microsoft® Word or Adobe® PDF file 13-14
Viewing Recent Research Activity 15-16
Documenting Searches 17-18

Searching State Content 19-22
Searching for State Tax Content 19-20
Finding Similar Explanations in Other States 21-22

Sharing Information with Colleagues 23
Working with Practice Tools 24
Working with Topics 25-26

Account 27

Customer Support 27



CCH® AnswerConnect Quick Start Guide

Logging into CCH AnswerConnect
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To log into CCH AnswerConnect from your Web browser: &
o
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« Point your Web browser to AnswerConnect.cch.com

* The Log In screen will display.

+ Enter your Username (usually your email address) and Password.

+ Click the Log In button.
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Tool Bar

At the top of the main CCH AnswerConnect are several links that
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provide you quick access to often used functionality that will enable
you to perform your research quickly and efficiently.

The Tool Bar includes the following links:

» History — View your recent searches

« Favorites — View your saved searches

A keyword search box is also located at the top or
near the top of every screen, giving you the flexibility
to perform a search from anywhere.
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Using a Keyword Search

Searching in CCH AnswerConnect allows you to find answers to
frequently asked questions, search by topic, or perform an all

content search. When searching with a keyword, CCH AnswerConnect
automatically searches singular or plural and acronyms or synonyms.
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To use a keyword search:

« Type a keyword or phrase in the search box. Search
suggestions will appear along with Questions & Answers,
Topics and suggested searches.

« Hover over the Questions to see quick answers to commonly
asked questions and links to deeper material on the subject.
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« Click a suggested search, then the green search icon (or press
Enter) to display a results screen. Your search results will display
by relevance with the top hits appearing at the top of the list.
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* Filter your search results by a document type. For example,
if you are looking for just Topics, click the Topics filter to narrow
your results to just the Topic document type.

« Click the star icon 7¢ to save your search as a Favorite for
quick access in the future.
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To open a document

Click on the document title. The selected document will open.
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Once a document is open, you have several options available:

« Return to the search results page by clicking the
Back to search results link.

« Move from one keyword to the next by clicking the
arrow next to Highlight search terms.

« Save this document to your Favorites.
e Print the document.
« Save the document as a Word or PDF file.

« Email the document.
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Searching for a Specific Citation

Citation searching in CCH AnswerConnect allows you to quickly get

to the citation and all of its related documents.
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To search for a specific citation:

+ Type a citation in the search The citatory listing
box. Click the search icon will tell you if the
to display your search document has been
results for that citation. changed and if

other documents

« Click on the citation that you IO
want to view. The citation will
display in the results screen.

e Access all of the documents,

forms, and tools related to « Move this citation to Favorites,
your citation with the Print, Save, Share, or open
navigation bar at the top a citator listing for cases

of the citation screen. and rulings.
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Working with Search Suggestions

CCH AnswerConnect provides search suggestions when a keyword,

citation, topic, or question is entered in the search box.

To see the search suggestions within CCH AnswerConnect:

« Type your keyword, citation, topic or questions in the search box.

« Search suggestions will appear as Questions and Answers, Topics,
or Search all content.

« Select the suggestion you want, click the green search icon
and CCH AnswerConnect will then display a results page for
your selected search.
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Finding Code Sections Locations

CCH AnswerConnect allows you to quickly find Internal Revenue Codes

(IRCs) by using the Search Box or clicking the All Federal Tax link.
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To locate an Internal Revenue Code using the search box:

« Enter a revenue code in the search box and click the search icon
The search results will display.

« Open a code section to get a 360-view of your IRC.
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To locate an Internal Revenue Code by topic:

+ Click the Federal Tax Topics link on the home page.
Related topics will display.

+ Click a topic. The selected topic will display.

« From the menu bar on the left, click Key Primary Sources.

« You can now access your IRC, as well as the regulations
related to that IRC.
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Saving a Search

CCH AnswerConnect allows you to mark a keyword or phrase as a
Favorite. Once you run the keyword search, you will be able to mark
it as a Favorite.

To save a keyword search:
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» Type your keyword or phrase
in the search box. Search
suggestions will appear.

+ Click a search suggestion
and then click the search

icon . The search results » Select a folder and enter
will display for the selected information in the optional
search suggestion. fields if you prefer.

« Click the star icon % to + Click the Save button to save
save this keyword search your keyword search as a
into your Favorites. The favorite. Notice that the star is
Mark as Favorite popup now filled in  , marking your
window will display. keyword search as a Favorite.
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To view your saved searches:

Click the Favorites link at the top of the screen. Your most recent saved
searches will display.

« Click a saved search to view the results for that search.
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+ Click All Favorites to view all of your saved keyword searches.
The My Favorites screen that lists all of your favorites will display.

« Notice on the right that you can edit  or delete  any of
your Favorites.
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Printing and Saving a Document to a Word or PDF file

With CCH AnswerConnect, you can print or save any document while
viewing it on a screen.

« Open a document. For example, enter 168(k) in the Search Box.

+ Under Citation Lookup, select 168(k) Special Allowance for
Certain Property Acquired after December 31, 2007, and
before January 1, 2020.
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Print and Save Options appear on the right hand side of every document.

& | TableofContents —



CCH® AnswerConnect Quick Start Guide

To print a document:

« Click the printicon ‘' . A PDF version of your
document opens in another window.

To save a document as a PDF or Word document:

+ Click the save icon ' . The Save document popup
window will display.

» Select as a Word file to save as a Word document.
OR

» Select as a PDF file to save as a PDF file.
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Viewing Recent Research Activity

Every search you run and every document you open in
CCH AnswerConnect will remain in your history log for a full year.
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To access your History:

+ Click the History link located in the CCH AnswerConnect tool bar
on the top right of every screen.

OR

* Go to the My History section on the Home page.
» The far right column on the home page features your latest research
activity for easy tracking. It includes the most recent documents

you've viewed and the most recent keyword searches you've performed.

 Click ALL HISTORY to view your entire history log.
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The My History page displays a list of your entire research activity,
including all documents, practice tools and searches presented in
reverse chronological order.
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The My History page also includes several filtering options:

» Timeframe — narrow your search by month or within the last 7 days.

« Type — narrow your information to just searches or to just
documents only.

¢ Search — use the search box on the top far right of the screen

to locate past research activity by kewords.

The star icon Yx appearing next to each title allows you to mark that
document or search and permanently store it in your Favorites.
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Documenting Searches

Documenting your findings is an important part of any research project.

With CCH AnswerConnect, you can mark individual documents or mark
an entire search and store them in your Favorites.

To mark a search as a favorite:

* On asearch results page,
click the star icon appearing
next to your search terms
above your list of results. The
Mark as Favorite dialog box
that will allow you to manage
your selection will display.

* You can create a new folder
or use an existing folder
to store your search.
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* You have the option of
assigning a Client or Project
name to the saved search.
To mark a document on your search

* You also have an option to result list as a favorite:

add notes to accompany

this search. « Click the star icon ¢ located next

to the document. The Mark as Favorite

+ Click Save to save the search. dialog box will display.

The search is now stored in

your Favorites where you'll be « Complete the options available and

able to access it at anytime. click the Save button.
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When a star appears highlighted, it's indicating that this document or
search is currently marked in your favorites.

Click a highlighted star
to view the details.

+ Click a folder link to go directly to that folder under your Favorites.
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« Access any document or search within that folder.

« You can edit any entry by clicking the edit icon

* You can also delete a document or a search by
clicking on the delete icon

To view all items stored in your favorites in one screen,
click the Favorites link on the top menubar and select
All Favorites.
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Searching for State Tax Content

State keyword searching in CCH AnswerConnect allows you to select
answers to frequently asked questions, search by topic, or perform an

all content search. CCH AnswerConnect searches singular or plural and
acronyms or synonyms.

To search for state tax content:

« Type a keyword or phrase in the search box. Search suggestion
will appear along with Questions & Answers, Topics, and All Content.
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« Select a search suggestion and then click the search icon
The search results for the selected search suggestion will display.

 Filter your results by document type, jurisdiction, or tax type.

* You can also save this search as a Favorite for quick access in the
future by clicking on the star icon v« .

« Narrow your results further by entering a search term in the search
box at the left above the filters.
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TIP: The filters appear across the top of the search
results list. You can remove any filter by clicking
on the X next to the filter.

+ Click a document title to open a document. The document will display.

« Navigate from one keyword to the next by clicking the arrow
next to the Highlight.

« Move from one keyword to the next by clicking the arrow next
to Highlight search terms in the upper right of the document.

You can also move the document to Favorites, Print, Save, or Share.
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Finding Similar Explanations in Other States

CCH AnswerConnect provides you the ability to research a state tax

issue and to find the same information in all states.

For example, look for services in California and find the same
content in other states.

Enter service in the search box on the home page.
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« Scroll down and select service in the Search in all content section.
The results for your search will display.

» Under the Jurisdiction filter on the left, select CA.

+ Click the California, Services document title to open the document.
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+ Click the Other States tab to see the other states explanations
similar to the CA explanations.

The Other States tab will show how this topic is treated in other states.

+ Click on Services to see the states that have related explanations.

+ Select Alabama to see the services explanation.
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You can return to the Other States tab by using the browser back button.
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Sharing Information with Colleagues

CCH AnswerConnect makes it easy to share a document by email.

To share a document by email:
To send this document to multiple
recipients all at once, enter the

« With a document open, click successive email addresses in the
on the Share icon located Recipient’s email field, and separate
on the right side of the the email addresses by a semicolon.
screen. The Share document Example:
with... box will display. emaill@email.com;

email2@email.com;
email3@email.com

« Enter an email address in the
Recipient’s email address
field. If you include an optional
message, it will appear in the
body of the email.

e Click the Send button to send
the document. Your intended
recipient will receive a PDF
attachment of this current
document. The email they
receive will additionally
indicate that it came from CCH
AnswerConnect on your behalf.

& Table of Contents -
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Working with Practice Tools

CCH AnswerConnect provides easily accessible, action-oriented
practice tools to assist you every step of the way in your tax
research and planning.

There are multiple ways to access these tools,
including right from the CCH AnswerConnect
home page, which prominently displays some
of the most commonly used practice tools.

Scroll down the home page and click Tax Tools
in the Federal & State Tax section. A list of Tax
Tools will display.

Some of the most commonly used practice tools include:

¢ Tax Calendar — allows you to create a customized calendar of
federal and state tax due dates and sync the results with your
own calendar application.

« Election and Compliance Toolkit — features over 700 customizable
sample elections and compliance statements.

e Depreciation Toolkit — allows you to quickly create a depreciation
schedule for any business asset and calculate recovery years.
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¢ Client Letter Toolkit — helps you communicate technical tax concepts
to clients.
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Working with Topics

CCH AnswerConnect allows you to access your content by Topic.

You can access topics through a keyword search or by the Tax Topics
links under Federal or State content.

For example, we will search for Home Office Deductions under
Federal Tax Topics.

« From the home page, click the Federal Tax Topics link. All of the
Federal Tax Topics will display.

« Enter home in the search box and select Home Office Deduction:
Calculating the Deduction.
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The Home Office Deduction topics screen will display.

On the left side, you will see all of the content related to Home Office Deduction.

The content includes:

« An overview from our editor
« Recommended Topics

« Key Primary Sources

« Client Letters

* Smart Charts

* Practice Aids
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« Forms & Instructions related to the selected topic
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Account

Easily make changes to your User ID, password, and your

CCH AnswerConnect profile.

To edit your profile:

Click the Account link at the top right of the
CCH AnswerConnect website.

+ Select Edit my profile.
« Edit your First Name, Last Name, EndUserID, and Email.

+ Click the Save button to save your changes.

Customer Support

If you have questions about CCH AnswerConnect, please do not hesitate
to contact our team of specialized Customer Support personnel.

For assistance with research of functionality,
Please contact: 800-344-3734.

You may also visit our support website: http://support.cch.com/.
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Contact information: Please call 800-344-3734 or
Wolters Kluwer visit http://support.cch.com/

2700 Lake Cook Road
Riverwoods, IL 60015
United States
800-344-3734

for more information.
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