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This simple guide is provided to help local taxpayers gather the information they need to see if they qualify for an
education credit. This includes instructions for getting educational expense information from two of the local colleges,
UT Tyler and Tyler Junior College. Practitioners not in the Tyler area may want to create a guide for accessing account
information from their local colleges and universities.
While this is written primarily for taxpayers, practitioners may just want to have the client log into the account or
provide the login information and then access, copy, and format the data themselves. That would alleviate some of the
taxpayer’s frustration and possibly avoid time‐consuming errors. Also included here are simple instructions for accessing
prior year tax return information for amending returns.
This is one in a series of articles I’ve written on how to claim education credits. One version of the primary article was
posted on the blog, Switched Keys. The articles and other resources are part of an AOTC toolkit that can be downloaded
from www.tylerhosting.com/EdCredit/. Comments, questions, and corrections are welcome and can be submitted
through the contact form on the blog.
AOTC Toolkit
 Education Credit Regulations: A discussion of the AOTC and the regulations that permit inclusion of grants and
scholarships to increase qualifying expenses and the credit. Coordinating with other education programs is also
discussed.
 Education Credit Preparation: Specific instructions for accessing and retrieving expense information from local
institutions UT Tyler and TJC.
 Education Credit Calculations: A method for tabulating qualifying expenses and calculating the credit. Includes
the spreadsheet version of the AOTC worksheet.
 AOTC Flowcharts: The Student Qualifications Test assists in determining if the taxpayer qualifies for the credit.
Same chart as published by the IRS. The Refundable Credit Test helps determine if the taxpayer qualifies for the
refundable portion of the AOTC. Instead of the IRS outline of those who do not qualify, this flowchart identifies those
that do qualify.
 AOTC Worksheet: The AOTC worksheet assists in maximizing the AOTC qualifying expenses and calculating the
amount of taxable scholarships. Includes examples from IRS publications and regulations. Not the same as related IRS
published worksheets.

UT Tyler
UT Tyler does not make it easy to download information on your qualifying expenses. This is one way to get the
information that you need from their website if you do not have that information elsewhere.

Login
Go to your browser and enter
my.uttyler.edu
This will redirect to something that starts with https://sis‐portal‐prod.uttyler.edu/psp/ and prompts the user to log in.

Enter your User ID and password and click Sign In. Your UserID is normally the part of your patriots email address before
the @ sign. Once you are in, you will see several items in the left menu

Click on Student Access, then on Student Center, and under Finances, click Account Inquiry

The display will then show several tabs at the top with Account Summary as the initial section shown. Click on the
Activity sub‐tab to select the transactions you will need.

Inquiry

Under the subhead View by, select the dates you want to include in your inquiry. Ideally, enter the date three months
before the start of the year, and then the end of the year. For 2014, the dates would be 10/01/2013 and 12/31/2014.
Starting in the previous year is necessary because the University enters charges for Spring 2014 at the end of 2013.
Then select the term to report on, and press Go

Initially the display will show only 10 lines at a time. In the table header, click on ‘View All’ to show all transactions (up to
100) for the term. If more than 100 items, you will have to display and process each 100 until complete.

What you do now will depend on what the tax preparer can work with. I haven’t been able to print the complete list, so I
copy and paste the information from the browser to Excel first.

In order to copy/paste select the information on the page beginning to the left of Transactions head, mark all items in
the table. Selecting is done by clicking, holding, and dragging to highlight the information you want. Right‐click and
select Copy.

Open Excel, select a cell, right‐click and select paste. It will not look pretty at first but it can be fixed with a couple of
steps.

The first step is to adjust the column widths to show all information. Click between the column headers and drag to
widen the column to show the information without breaking words and obliterating the dates.

Next, select the entire worksheet by clicking in the top left corner.
Finally, adjust row heights by double clicking in the left column between two of the row headers. All rows should then by
one or two lines high.
Repeat
Repeat the Inquiry for each term attended. The information for separate terms does not have to be separate so you can
append it to the previous data. The site software does not have a way to select all terms in a particular tax year. Be
careful not to include amounts from terms in other years.

Now you can save and print the spreadsheets or bring the files to the tax preparer. The tax preparer can then evaluate
the expenses and payments to see what qualifies for the education credit. Bringing spreadsheet files are better since he
can more easily adjust the amounts to categorize and total the expenses, payments, and possible credit.

1098‐T
Next click Account Services
Click 1098t
print applicable forms

Tyler Junior College
TJC provides students easy access to their account from their home page.

Login
Go to your browser and enter
http://www.tjc.edu/

Students can log into their Apache Access account through Quick Links. Click on Quick Links and allow the page to
expand the header showing the login window.

Sign in using the students ID and password.

This will bring you to a site starting with http://myapacheaccess.tjc.edu/. Click on the Academics tab.

Inquiry

In the My Account box in the bottom right corner, select the term to view. Some financial data may be shown but you
may need to select the more detailed information. Transactions should show dates, amounts, and description.

At the bottom of the page click Statement and Payment History

At the bottom of the next screen, click Account Detail for Term

Then select the term to display the report for the applicable term. Select the items for the term, copy and paste into a
spreadsheet. Other display options are available, but make sure dates and description are shown.
Select another term at the bottom for other semesters to make further inquiries.

1098‐T
TJC lets a third‐party service handle the availability of 1098T’s. To access your 1098T, use your browser and go to
www.1098t.com
Once you log in you may be shown a page
FORM 1098‐T ELECTRONIC DELIVERY AUTHORIZATION
You don’t have to authorize electronic delivery. By authorizing electronic delivery, you will have future forms e‐mailed to
you instead of receiving paper forms in the mail. Instead, click on the Student Information in the left side panel, and
select the year and school, and click View My 1098T Tax Form. This will show a pdf download that you can save.

IRS transcript
You can amend tax returns up to 3 years after their due date (without extensions). Thus, tax years 2011, 2012, and 2013
can all be amended before April 15 this year. If you do not have copies of your return, you can access your tax return
information from the IRS website.
The IRS makes taxpayers prior year return information available on line using transcripts. The actual return is not there
but the information you will need to review or amend a return is available. Using your browser go to
http://www.irs.gov/Individuals/Get‐Transcript

Select Get Transcript Online

Log in to the site with your User ID and password (next screen). If you have not logged in before you will have to create
an account. The IRS will ask several questions to verify your identity.

Select a reason for requesting your transcript: Federal Tax

Record of Account Transcript (includes return transcript) for year
Select the tax year you want to retrieve. The tax year is the year before when you file your return. Choose Save File and
name the file with the tax year, like 2013TaxTranscript.pdf. While you are there, you may want to get all four years
available. Print or provide the files to your preparer.

