
NEXT TAX SEASON easy to prepare your pdf Organizers

You create the New tax year Organizers by doing a Copy/Paste of each of your prior year Organizers. 
then Rename it for the current new tax year.

Example: Locate the prior tax year 2024 organizer. Right click, Copy or the copy icon (looks like a 
square with an A in it and a vertical line through it), then Paste or paste icon (looks like a clip board).

Right click the new (copy) you just made, and Rename it. Example: Tax Year 2025.

Open the Organizer and locate the RED RESET button.  Click it, and the beauty is most of your data is 
already there.  You only need to enter new current information.

Step 2 – Create a COPY of prior year file 

Step 1 – Locate your prior year tax file 



Step 3 – PASTE a Copy of prior year file 

-------------------------------------------------------------------------------------------------------------------------------------------------- 

Step 4 – The COPY is created (note the word COPY on the right of the name) 



Step 5 – You will RENAME it to the current tax year 



Step 6 – Now open the New file, then scroll to bottom of Page 1 and Click the RED RESET BUTTON. 

Everything that pertains to the old tax year is reset of cleared out.  The beauty is that all the things like 

Name, Address, Birthdates, Phone #, SSN, Kids names, SSN, etc are all retained and no need to enter those. 

It’ll be easy! 


