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Amending a Tax Return (1040X)
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Why do an 
Amended 
Return?

Per the IRS: 
ₒ If you discover an error after filing your return, you may need to 

amend your return. The IRS may correct certain errors on a 
return and may accept returns without certain required forms or 
schedules. In these instances, there’s no need to amend your 
return. 
ₒ However, file an amended return if there’s a change in your filing status, income, 

deductions, credits, or tax liability.

Note: Most common reason for an amended return is the client 
says they received/found another W2 or 1099 after initial filing. 
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When Can We Amend a Return?
Original Returns Not Processed Yet?

◦ Getting more money back? Taxpayers should 
wait for the refund from their original tax return 
before filing an amended return. They can cash 
the refund check from the original return before 
receiving any additional refund. 

◦ Having to pay back? Taxpayers filing an 
amended return because they owe more tax 
should file Form 1040-X and pay the tax as soon 
as possible. 

Original Return Already Processed?

◦ Generally, for a credit or refund, you must file 
Form 1040-X within 3 years (including 
extensions) after the date you filed your original 
return or within 2 years after the date you paid 
the tax whichever is later. 

4



Can We E-file Amended Returns?
PAPER FILE:

◦ 2017 & 2018 tax years
◦ State return
◦ The original return was filed by paper. 
◦ The primary and/or spouse’s (if applicable) 

SSN is different from the one provided on the 
original return. 

◦ The original return was filed as a surviving 
spouse. 

◦ Responding to an IRS notice & including other 
changes to the return not included in the 
notice (send to address notice). 

ELECTRONICALLY FILE (E-FILE):

◦ 2019, 2020, 2021, and 2022 tax years
◦ The original federal return was e-filed and 

accepted. 
◦ Adding income (W2, 1099, etc.)
◦ If there is a change to their filing status or to 

add a dependent who was previously claimed 
on another return.
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Note: If the client brings in transcripts, they must be unredacted. 
If they are redacted, meaning EIN is not visible, the amendment must be a paper file. 



Before You 
Start:

Make sure you ask all the questions 
from this tracker to understand why the 
client needs an amendment. 
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Scenario 1:
AMENDING A RETURN 
PREPARED AT LADDER UP
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What You Need:
A copy of the original tax return filed with the IRS (or a transcript of the original tax return) BEFORE creating a 
1040X. (Client can call IRS to get a copy if needed – takes 10 days to get in mail)

◦ Log into the corresponding tax slayer account (tax site that client went to). 
◦ If the client went to another tax site, please ask Site Leader to give you access to that specific tax site. 
◦ Once you log-in, print the return if needed.

◦ Client Search Menu → Tools → Click on Client Status → Scroll down to Federal transmission section → next to 
Accepted is a printer icon (that will print a copy of what was accepted by the IRS)
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Steps to Amend a Return Prepared by Ladder Up
◦ Log into the corresponding taxslayer account (tax site that client went to). 

◦ If the client went to another tax site, please ask Site Leader to 
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Steps to 
Amend a 
Return 
Prepared by 
Ladder Up 
Continued: 
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Steps to Amend an IL Return Prepared by 
Ladder Up Continued: 
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Steps to Amend a Return Prepared by 
Ladder Up Continued: 
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Steps to Amend a 
Return Prepared 
by Ladder Up 
Continued: 
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Steps to Amend a 
Return Prepared 
by Ladder Up 
Continued: 
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Scenario 2:
AMENDING A RETURN 
NOT PREPARED AT 
LADDER UP
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Steps to Amend a Return NOT Prepared 
by Ladder Up
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Steps to Amend a Return NOT Prepared by Ladder Up Continued:
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Explain Why We Are Amending 
◦ Tax Slayer requires an explanation of what the changes we are 

making. 

Examples of explanations (most common):
◦ Add/remove income. 

◦ W2, 1099s, Schedule C, etc.

◦ Add/remove dependents.
◦ Add/remove filing status. 
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E-filing a 1040X
Quality Reviewer:

◦ Mark return E-file Amended Return
◦ Print copy of the 8879, 1040X, and entire corrected 1040 for 

client
◦ Review the new 1040 and 1040X with client 
◦ Client MUST sign the 8879 to give Ladder Up permission to e-file 

federal return
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Review 1040X
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Review 
1040X 
Continued:
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Amended 
Illinois 
State 
Return
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Amended 
Illinois State 
Return 
Continued:
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Amended 
Illinois State 
Return 
Continued:
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E-file Section on Tax Slayer
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E-file Section 
on Tax Slayer 
Continued:
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Paper Filing a 1040X
Quality Reviewer:
◦ Print 2 copies of the 1040X, updated 1040, and all schedules (send everything – because if you miss one 

form that changed, the IRS will reject it and that will cause a delay). 
◦ Review it with the client and have them sign the 1040X AND the new 1040.

◦ Attach to the front of Form 1040X:
◦ Copies of all new W2s, 1099s, etc. that were added to the return as part of the amendment. 

◦ Attach to the back of Form 1040X:
◦ Any other documents that were added to the 1040 as part of the amendment (1095 A, 1098s, etc.)
◦ Any new 1040 and schedules
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Paper 
Filing a 
1040X 
Continued: 
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