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Summary

The tax year’s review in one PDF

The whole tax year in one linked PDF.

A return review runs across many files. The source documents sit in one
place and the return in another. The reviewer goes back and forth to see

where a number came from.

New in Instead, the client binder puts them in one file. A contents page
lists the source documents, grouped by type, and each return.
Bookmarks mark each source document and each form under its return.
A tick and tie table numbers each tie: the source document, the return
field and the page.

Click atick on the return to jump to the source document. The same tick

marks the box it came from.

THE DEMO BINDER IN THIS PAPER

Client Nathaniel & Corinne Ashgrove, a fictional client of
Rainwater CPA, a demo firm. Tax year 2025.

Size 156 pages, 37 bookmarks and 40 ticks in the tick
and tie table.
Contents Two source documents, a 2024 return as filed and

a W-2. Two returns, the Federal 1040 and the
New York State IT-201.

The example Tick 35 on line 1a of the Form 1040 opens the W-
2.Box 1 carries tick 35.
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The problem of
review across
many files

The tax year’s review in one PDF

Each person in the review asks the same question.
Where did this number come from?

The preparer builds the return from the source documents. The
reviewer checks the return against them. The partner looks at the return
before it goes out.

When the documents and the return sit in separate files, each of them
has to find the source again. The reviewer opens the return, then the
folder, then the right document, then the right page. A second reviewer,
or the partner, repeats the same search.

The link between a line and its source exists when the return is
prepared. It is what gets lost when the work moves between files and
between people.

The client binder keeps the link. It puts the source documents and the
returns in one PDF and numbers each tie between them, so the

preparer, the reviewer and the partner work from one file.

Built for the review. The preparer, the
reviewer and the partner work from one
file.



03 Three parts, in one PDF.

What the client
binder contains

Contents page A contents page lists the source documents,
grouped by type, and each return, with the page
each one starts on.

Bookmarks Bookmarks for each source document, and for
each form under its return. They show in the
bookmark panel of a PDF viewer.

Tick and tie A tick and tie table numbers each tie: the source
document, the return field and the page. Each tick
is a link, on the return and on the source
document.

After the contents page and the tick and tie table come the source
documents, then each return. The binder opens on the contents page.

Figure 1 The contents page. Page 1 of the demo binder in a PDF viewer, with the bookmark panel open at the top
level.

Nathaniel & Corinne Ashgrove 2025 Binder.pdf

Contents

Source documents

Rainwater CPA November 2, 2026

Tax returns

Nathaniel & Corinne Ashgrove

2025 Client Binder

Source documents
Prior year returns

2024 _Form_1040_As_Filed_Ashgrove.pdf

Wages
‘W-2_2025_Brightwater.pdf w-2
Tax returns
Federal 1040
New York State NYIT201
Tick and tie
Tick

Filer and spouse

2024_Form_1040_As Filed As...p.1 Federal 1040 - Filer Primary SSN

2024 _Form_1040_As _Filed_As....p.1 Federal 1040 - Filer Primary SSN
2024_Form_1040_As_Filed_As....p.1 Federal 1040 - Schedule K1 - Partner SSN
2024_Form_1040_As Filed_As....p.1 Federal 1040 - Filer First Name
2024_Form_1040_As Filed As....p. 1 Federal 1040 - Filer First Name

2024 _Form_1040_As Filed As...p.1 Federal 1040 - Filer Spouse Last Name
2024 Farm 1040 A< Filed Ac_ n 1 Eederal 1040.. Filer Snauice SSN

oW oW oW W W W
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A page by page
walk of ademo
binder

The tax year’s review in one PDF

156 pages, in the order a reviewer reads them.

This is the binder for our demo client, as Instead made it in a Sandbox

demo firm.

Pages 1to 2 Contents page, then the tick and tie table. The
header names the firm, the date, the client and the
2025 Client Binder.

Pages 3to 112 Source documents, Prior year returns. The 2024
return as filed, 110 pages.

Pages 113to 114 Source documents, Wages. The W-2.

Pages 115to 152 Tax returns, Federal 1040. Form 1040 on page
115, then Schedules 1, 2, 3, A, B, D and E, Forms
8949,1116,8959 and 8960, and the worksheets
and summaries.

Pages 153to 156 Tax returns, New York State IT-201.

The Federal 1040 has 27 forms and worksheets bookmarked under it.
The New York State return has its own bookmark.



04 The bookmarks follow the contents.

Top level, the bookmarks are Contents, Source documents and Tax
returns. Source documents open to their groups, then each document.
Tax returns open to each return, then each form.

Figure 2 The Form 1040 bookmark. Selected in the bookmark panel, it opens page 115 of the demo binder. The
view is scrolled to the income section.

Nathaniel & Corinne Ashgrove 2025 Binder.pdf 15 [ 156 93% +
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04 40 ticks, grouped by topic.

Filer and spouse Ticks 1to 11

Address and contact  Ticks 12 to 24

Filing status and Ticks 25
elections

Woages and salaries Ticks 26 to 36

Capital gains and Ticks 37
losses

Payments and Ticks 38 to 40
withholding

Each row has four columns: the number, the tick (the source document
and its page), the tie (the return and the field) and the page.

Figure 3 The tick and tie table. Page 2, the wages and salaries group. Row 35 ties the W-2 to Federal 1040 wages.

Filing status and elections
[E 2024 _Form_1040_As_Filed_As...,p.1 Federal 10... - Individual Return Filing Status 3
Wages and salaries
[E 2024 _Form_1040_As_Filed_As...,p.1 Federal 1040 - W-2 summary - Emplo... - fro... 3
@ 2024 _Form_1040_As_Filed_As...,p.1 Federal 1040 - W-2 summary - Emplo... - fro... 3
@ 2024 _Form_1040_As_Filed_As...,p.1 Federal 1040 - W-2s... - State Abbreviation... 3
(29]  2024_Form_1040_As_Filed_As...,p. 1 Federal 1040 W-2s... - State Abbreviation... 3
(30] 2024 _Form_1040_As_Filed_As...,p.1 Federal 1040+ W-2s... - State Abbreviation... 3
[Ty 2024 _Form_1040_As_Filed_A...,p.27 Federal 1040 - W-2 summary -... - from W-2 29
(32) 2024 _Form_1040_As_Filed_A...,p. 48 Federal 1040 - W-2 summary - Employ...- fr... 50
[L:f 2024 _Form_1040_As_Filed_A...,p. 48 Federal 1040 - W-2 summary - Employ...- fr... 50
(34] 2024 _Form_1040_As_Filed_A...,p. 48 Federal 1040 - W-2 summary - Employ...- fr... 50
(35] W-2_2025_Brightwater.pdf, p. 1 Federal 1040 - Wages - from W-2 113
(36) W-2_2025_Brightwater.pdf, p. 1 Federal 1040+ W-2s... - Social Security Wa... 113
Capital gains and losses
(37) 2024 Form_1040_As_Filed_A...,p. 14 Federal 1040 - Sched... - Net LT Capital Gai... 16

The tax year’s review in one PDF 8



05 Each tick links a number on the return to the page it

The tick and tie came from.

methOd Atick is a small numbered mark. It sits beside a number on the return
and beside the box on the source document that number came from.
Both marks are links. The table lists the same number with the source,
the field and the page.

In our demo binder, tick 35 on line 1a of the Form 1040 opens the W-2.
Box 1 carries tick 35.

Figure 4 Line 1aof the Form 1040. Page 115. Tick 35 sits beside the amount on line 1a, Total amount from
Form(s) W-2, box 1.

=  Nathaniel & Corinne Ashgrove 2025 Binder.pdf 15 [ 156 - 150% + B ©
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(6) Check if D student D and totally Y D student D and totally Y D student D and totally Y D student D and totally Y
disabled disabled bled led
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(7) Credits 0 Shek 0 ey 0 St 0 Sheer 0 She 0 Sheer () O
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[] Check if your filing status is MFS or HOH and you lived apart from your spouse for the last 6 months of 2025, or you are legally
separated according to your state law under a written separation agreement or a decree of separate maintenance and you did not
live in the same household as your spouse at the end of 2025.

Income 1a Total amount from Form(s) W-2, box 1 (see instructions) . . . . . . . . . . . . . 35 621,003
Attach Form(s) b Household employee wages not reported on Form(s)w-2 . . . . . . . . . . . . . 1b
W-2 here. Also ¢ Tipincome not reported on line 1a (see instructions) . . . . . Ce e e 1c
3,‘2?;:,"“ d Medicaid waiver payments not reported on Form(s) W-2 (see |nstruct|ons) Coe e 1d
:vmt:m. e Taxable dependent care benefits from Form 2441,line26 . . . . . . . . . . . . 1e
If you did not f Employer-provided adoption benefits from Form 8839, line31 . . . . . . . . . . . 1f
get a Form g Wages from Form 8919, line6 . . . . e e e e 1g
m-tzr’uz:%n& h Other earned income (see instructions). Enter type and amount: 1h
i Nontaxable combat pay election (see instructions) . . . . . . . | 1i [
z Addlinesfathroughth . . . . . . . . . . . . . . . . . . . ... |12 621,003
Attach Sch.B~ 2a Tax-exemptinterest . . . 2a b Taxableinterest . . . . . 2b 60,970
if required. 3a Qualified dividends . . . | 3a 184,891 b Ordinary dividends . . . . . | 3b 234,190
¢ Check if your child's dividends are included in 1 [] Line 3a 2 [] Line3b
4a IRAdistributions . . . . | 4a | | b Taxableamount. . . . . . |ab
¢ Check if (see instructions) . L 1[0 Rollovecl' 2 [Jacbp 3 []

The tax year’s review in one PDF 9



05 The same tick marks the box it came from.

Click tick 35 and the viewer jumps to page 113, the W-2. Box 1, Wages,
tips, other compensation, carries tick 35. The tick on box 1 links back to
the Form 1040.

Figure 5 Box 1 of the W-2. Page 113 at 300 percent. Box 1 carries tick 35. Ticks 40 and 36 mark boxes 2 and 3.

=  Nathaniel & Corinne Ashgrove 2025 Binder.pdf 13 [ 156 - 300% + £
Safe, accurate - Visit the IRS website at
’ ’ B
OMB No. 1545-0029 FAST! Use se ’ f ” e www.irs.gov/efile.
1 Wages, tips, other compensation 2 Federal income tax withheld
35(352,706.32 40 | 77,595.39
3 Social security wages 4 Social security tax withheld
36/176,100.00 10,918.20
5 Medicare wages and tips 6 Medicare tax withheld
352,706.32 5114.24
7 Social security tips 8 Allocated tips
9 10 Dependent care benefits
Suff. | 11 Nonqualified plans 1 2a See instructions for box 12
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The tax year’s review in one PDF

A link, not a sign-off.

The tick shows the reviewer where to look. It does not decide whether a

number is right. The reviewer still compares the line with its source and

makes the call.

How to use a tie

1. Start from the

return

2. Follow the tick

3. Compare

4. Go back

Pick a line on the return. Find its tick.

Click it. The viewer opens the source document at

the box that carries the same tick.

Read the box and the line side by side. Note any
question for the preparer.

Click the tick on the source document to return to
the line.

The tick and tie table works the other way. Start from a row, read the

source and the field, and go to the page.

Click a tick on the return to jump to the
source document.

11
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A review
workflow

The tax year’s review in one PDF

One file, three roles.

Preparer

Reviewer

Partner

Download the binder from the tax year folder.
Open the contents page and confirm the source
documents and returns are all there. Spot-check
the ties in the table before passing the return on.

Work down the tick and tie table, group by group.
Click from aline on the return to its source page
and back. Note questions with the tick number, so
the preparer finds the same place.

Open the return from its bookmark. Follow the
ticks on the lines that matter most for this client.
Read the reviewer’s notes by tick number.

A tick number is a shared address. “See tick 35” means the same line and

the same box to everyone who opens the file.

The preparer, the reviewer and the
partner check the returnin one file.

12
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How to get the
client binder

Open the menu on the tax year folder. Click Download,
then Download 2025 Client Binder.

The binder downloads as one PDF, named for the client and the year. It
opens in any PDF viewer, with the bookmark panel and the tick links.

Figure 6 The menu on the 2025 folder. Download is open and Download 2025 Client Binder is highlighted. The
sibling item downloads the 2025 folder.
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Client binder in Instead

The whole tax year in one linked PDF. A contents page, bookmarks for each
document and form, and a tick and tie table.

To start, open a client, open the menu on the tax year folder, click Download, then the

Client Binder item for that year.

Review the tax year in one file

Start your trial at instead.com
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