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09 - Creating Your TaxSlayer Customer Portal Account

Following are instructions how to create your TaxSlayer Customer Portal account once you receive
the link needed to do so. You cannot set this account up until you receive the Customer Portal link
that one of our Counselors will send to you.

e There are two ways to receive the Customer Portal link
o Email
o Text message

e If you request the link be sent via email, the email message will appear as follows. The
sender’s name will be TaxStatusNow.com. Note that the message may be routed to your
SPAM folder by your email provider, be sure to check there if you know the link has been
sent but it does not appear in your inbox

TaxStatusNow.com Your Secure Portal Created.

€« B8 06 7§ & 06 € B =

Your Secure Portal Created. Inbox x

TaxStatusNow.com =dnr@e taxstatusnow.com=
tome -

Click "0'-3toatcessysm. e www taxofficemanagement com/

CustomerPortal/client/6ed3e653-9444-467e-8a3b-237753206d86

This email was sent to el 7 gmail. com as requested by your tax preparer.
Please reply to S 712 xslayer com

e If you request the link be sent via text message, the message will appear as follows:

o Click the following link te
pocess your potal Dps S

-:-II.-TI!F'I|_-| j.l-l'”'ll'l.ul|'
fLusiomeryorlal’'client/ bl 7 aS-C08s
L051-b2 Sc-6ed? A0 aR ] Y
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e C(lick the link provided in the email message or the text message you receive; you will be
prompted to “Register Your Account”

e
—

Register Your Account

e Complete each field as follows, all fields must be filled in to complete this process

o

o

Username: Your username must be unique. If you enter a user name that is in use,
you will see an error message and you must enter a different user name
Password: The password you create must meet the following criteria:

* Contain at least 8, but no more than 25 characters

= Contain at least one of each of the following elements: lowercase letter,

uppercase letter, special character (@$!%*?&), and a number

Email: The email address you enter here must match exactly the email address our
Counselor used to send you the Customer Portal link
Phone: The phone number you enter must match exactly the phone number your
provided the Counselor to enter in the Basic Information area of your return
Last Name: Enter the last name of the primary taxpayer (the one listed first on the
return). The last name you enter must match exactly the name the Counselor
entered in the Basic Information area of your return. This will be the name shown
on your Social Security card
Last Four of your SSN: Enter the last four digits of the Social Security number
of the primary taxpayer (the one listed first on the return). These numbers must
match exactly the last four digits entered by the Counselor in the Basic Information
area of your return

e When all of the above information has been entered, click on the Submit button at the
bottom of the window
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e After submitting your registration, you will be asked to verify your account. You can select
whether to receive the verification security code via email or text message.

Verify Account

Please verify your account using one
of the options below.

Send text verification Send email verification

- -..L.\.--l-ﬂI

Cancel Verification

e When you receive the code, enter it in the space provided and click Verify

Verify Account

Please select an option below to send a security code to your account for
verification.

Code sent - please check your account for your personalized Security Code.

Send Emaill: she*****com Send Text: 70*****97

Cancel Verification

12345¢]

e The next screen you see is the home page for your Customer Portal Account
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Customer Portal &« CustPortal =

A Home
¥
& wyries My Files
LY
B FrepaerFiles E 0 Files Uploaded
™, Messages

Files From My Preparer

Y
E 0 Files Sent.

e TaxSlayer Customer Portal account has been created. Depending on the instructions you
receive from the Counselors working with you, you may use this account to:
o Upload your scanned documents
o Exchange messages with the Counselor preparing your return
o Access, view, sign, and download copies of your tax return

Information on using the above features of the TaxSlayer Customer Portal is contained in other
documents provided to you.
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10 - Uploading Scan Files to the Customer Portal

This document explains how to upload your scanned personal and tax documents to your Customer
Portal account so they can be accessed by the Counselors who will prepare your tax return.
e Confirm that the files you will upload are within the Customer Portal’s file size limitations
o A single scan file cannot exceed 5 megabytes
o The total size of all files you upload cannot exceed 25 megabytes

e Log in your Customer Portal account — this can only be done after you have created your
account using the link we provided you

o Enter taxslayer.com/myaccount in your Web browser and press enter

Login

Need a TaxSlayer account? Create account.

Username o Enter the username and password
that you established when creating
your account

Password

© Password is required

Forgot Username | Forgot Password

LOG IN

By clicking 'Log in', you agree to TaxSlayer's License Agreement, Privacy Policy, and
agree to receive marketing emails related to your account. You can unsubscribe at
any time.
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e  When you login the Customer Portal, you will be taken to the Home Page

Customer Portal “« CustPortal =
# Home
& Myriks My Files
B Freparer Files E 0 Files Uploaded.

) Messages

Files From My Preparer
E 0 Files Sent.

e Select My Files from the menu on the left of the screen

Customer Portal «

& e My Files

File Name Date Sent View

E Preparer Files

® essages v |

Customer Portal «

B o My Files

My Files .
File Name Date Sent View

B rreparerFiles

- Messages
e To upload scanned document,

click the Upload Documents
button
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e The Upload Documents Window will display on the screen

p—
Customer Portal « CustPortal =

A Home
Upload Documents
& MyFiles Chock To Overwrite Existing Files.
m Preparer Files
- . Drop files here to upload
=t £55a0es

e Click Drop files here to upload. This will allow you to browse and select documents you
want to upload. Navigate to the file you want to upload and either drag and drop it into the
file area OR click on the file and select Upload

e The Upload Documents Window will display the uploaded file. You can view the file
you uploaded by selecting the View button

Customer Portal <

A o My Files

My Files .
File Name Date Sent View

ﬁ Preparer Files

W2.PNG  9/2/2020 4:36:45 PM n
- Messages

Upload Documents

e Repeat the above procedure for each file you need to upload
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11 - How to Message Your Counselor Via the Customer Portal

The Customer Portal is one way you and the Counselors working on your return can communicate.
The messaging does not have to take place in real time. If you send a message to the Counselors,
they will see a notification that there is a message waiting when they log into the tax software.

e Log in your Customer Portal account using the username and password you established

e The Portal home page will display; select Messages. If the word Messages is in blue
letters, you have an unread message waiting.

Customer Fortal «

Sus‘.P)r:aT

A Home
& My Files

B Freparer Files

=, Messages

Files From My Preparer

Y
E 0 Files Sent

e Enter your message and select Send

Customer Portal «

ﬁ Home
& My Files
H Preparer Files

10
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12 - How to Join a Google Meet Video Conference

Google Meet is a conferencing tool that allows you to participate in a video meeting — if your
computer has a camera, microphone, and speakers.

Tax-Aide Counselors may schedule a Google Meet video conference with you — to conduct the
intake interview, review the completed return with you, ask you any questions that arise during the
preparation, or the quality review of your tax return.

NOTE: If you are using an iOS or Android mobile device, you will not be able to participate in a
Google Meet video conference unless you have a Google (Gmail) account.

Counselors also are able to call your telephone number from within the Google Meet application.
The caller ID that appears on your phone will be from a number you do not recognize. Please
answer this call; we are unable to implement a more specific caller ID.

JOIN A VIDEO MEET SESSION FROM A MEETING LINK

You can join a video meeting by clicking on the link sent to you in an email.

e C(lick the meeting link sent to you
e Follow the on-screen prompts to join the meeting
e An email invitation will look similar to the following:

You have been invited to the following event.

AL Leadership Discussion
When Mon Aug 16, 2021 10:30am — 11:30am Eastern Time - Toronto

Joining info  Join with Google Meet

Meeting Code
meet.google.com/rqt-xtkp-kyf /

Join by phone
(US) +1 631-621-7381 (PIN: 642008555)

JOIN A VIDEO MEET SESSION FROM THE GOOGLE MEET WEBSITE

e (Open a web browser, enter https://meet.google.com

e Click “Enter a code or link”

11
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Premium video meetings.
Now free for everyone.

We re-engineered the service we built for secure business
meetings, Google Meet, to make it free and available for all.

New meeting ‘ & Enter a code orlink
R

Learn more about Googlf Meet

e Enter the meeting code you received

o The meeting code is a string of letters at the end of the meeting link — you do not have
to enter the hyphens

e You may receive an email with only the meeting code, just enter the meeting code as
described here and you will be able to join the video session

e Click CONTINUE

12
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Ready to join?

e Click “Ask to Join”

JOIN A GOOGLE MEET PHONE-ONLY CONFERENCE
You can also use Google Meet to participate in a phone-only conference.

o The Counselor scheduling the meeting will either send you a meeting invitation or an
email containing the phone number and PIN needed to join the phone conference

e Dial the number provided and enter the PIN when prompted to do so.

You can also receive a phone call from a Counselor who has logged onto a Google Meet session.
The person in the meeting will enter your phone number to add you to the meeting. You will
receive a telephone call and will be able to speak with the Counselor. The caller-ID number on
your display will be 617-675-4444. You will know what date and time our volunteer will call,
please answer the call; we will only call you for matters related to preparation and filing of your
tax return.

13
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13 - How to Share Your Screen During a Google Meet Video Conference

NOTE: If you are using an i10OS or Android mobile device, you will not be able to participate in a
Google Meet video conference unless you have a Google (Gmail) account.

There may be a reason that you want to share your screen with our Counselor during a Google
Meet video conference. This document explains how to share your screen whether you are on a
personal computer, an iOS device, or an Android device.

Sharing your screen on a personal computer

Note: This example was developed using Google Chrome. Other browsers may differ in the
dialog boxes they present.

¢ Join the Google Meet video conference as explained in Taxpayer Instruction Sheet #05.
Acknowledge dialog boxes requesting access to your microphone, camera, and screen.

e Click the box with the arrow (Present now) on the toolbar at the bottom center of the
Google Meet screen.

Present

[ Your entire screen

E A window

D A tab

Best for video and animation
Present now

I EY

e Seclect Your entire screen from the menu that pops up.

14
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Share your entire screen

Chrome wants to share the contents of your screen with meet.google.com.

Click on the picture of your screen when the Share your entire screen dialog box pops
up.

Then click Share in the lower right corner of the dialog box.

The Counselor can now see what is on your screen.

Move to the browser tab you wish to share.

When you no longer need to share your screen, return to the Google Meet browser tab,
and click Stop presenting in the upper right-hand corner the Google Meet screen.

Sharing your screen on an iOS device

Join the Google Meet video conference as explained in Taxpayer Instruction Sheet #05.

Acknowledge dialog boxes requesting access to your microphone and camera.

Select the three vertical dots and select Share screen.

Select Start Broadcast.

Move to the app you want to share.

The Counselor can now see what is on your screen.

When you no longer need to share your screen, tap the red bar at the top of the screen,
then select Stop in the Screen Broadcasting dialog box that pops up.

The red bar at the top of the screen is replaced by a green bar.

Touch the green bar to return to the Google Meet call.

Sharing your screen on an Android device

Join the Google Meet video conference as explained in Taxpayer Instruction Sheet #05.

Select the three horizontal or vertical dots and select Present screen.
Confirm by touching Start presenting.

15
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Confirm a second time by touching START NOW.

Move to the app you want to share.

The Counselor can now see what is on your screen.

When you no longer need to share your screen, return to the Google Meet app and touch
Stop presenting.

16
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14 - Viewing and Downloading Your Return Via the Customer Portal

The Counselors working on your tax return will upload a copy of your return to your Customer
Portal account. Using Google Meet video conferencing, a Counselor will review the return with

you and answer any questions you have. Below are instructions how to access and view the return.

e To log in your Customer Portal account — this can only be done after you have created
your account using the link we provided you

o Enter taxslayer.com/myaccount in your Web browser and press enter

Login

Need a TaxSlayer account? Create account.

Username

Password
Enter the username and password

that you established when creating
your account

Forgot Username | Forgot Password

LOG IN

By clicking ‘Log in, you agree to TaxSlayer's License Agreement, Privacy Policy, and
agree to receive marketing emails related to your account. You can unsubscribe at
any time

Customer Portal o

@A H . .
o When you login the Customer Portal, you will be taken to the

& MyFiles Home Page, select Preparer Files

B, Messages

17
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Viewing and Downloading Your Return
Via the Customer Portal

e The Files From My Preparer Window will display files sent by the Counselors

preparing your tax return

Customer Portal «

& tome Files From My Preparer

& myFiles Taxpayer:
H Click To Add Signature
_

Wy Messages
File Name

31116¢01-b61a-471c-828b-a52e327c3ee2_TaxReturn_637347186247640635.pdf

Date Sent

9/3/2020 8:30:27 AM

31116¢01-b61 a-J?TC-BQBD-aﬂSE}‘L‘SeeZ_FUrm 8879_FDBE79_1_637347186281602236.pdf  9/3/2020 8:30:29 AM

custportal =

View

e Seclect the View button to the right of the file you want to view. The document will
automatically download to your device. You will be prompted to Save the file on your
device; you can accept whatever the default download location is (often this is
“Downloads”) or browse to a different location on your device. You may want to rename
the document to a more easily identifiable name. Once you have identified the area / folder
in which you want the document saved and renamed it as you wish, click SAVE.

» 2 ThisPC > Downloads

w folder
~  Name Date modified
v Today (1)
[£] No Site Visit How Your Return Will be Prepared.pdf 8/21/2021 2:47 PM

 Yesterday (5)

[#] PrintResults paf 8/20/2021 2:37 PM

fﬁ Test Return from TS CP.pdf 8/20/2021 2:30 PM

® signature docs.pdf 8/20/2021 2:27 PM

) [# covid19_data_latestpdf 8/20/2021 9:15 AM
v [# TaxSlayerUserGuide20.pdf 8/20/2021 7:42 AM

Type

Adobe Acrobat D...

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

85 KB

282 KB
282 KB
282 KB
325 KB
20,953 KB

~ O P

Search Downloads

‘ eb53f7a3-701f-4c4a-9319-154dbeaa4d35_637650660920150910_Proweb pdf

Portable Document Format (PDF) (*.pdf)

e Once the file is saved on your device, you can view or print it, as you wish.

Save Cancel
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15 - Electronically Signing Documents Relating to Your Return

A Counselor will review the tax return with you via a Google Meet video conference. After
answering any questions, the Counselor will ask you to electronically sign documents related to
your return. Those documents include an IRS Form 8879 and may include State forms. You, and
your spouse if you are married filing a joint return, must sign the documents to grant permission
for us to e-file the return on your behalf. Without your signature, we cannot transmit your return
to the IRS. Following are instructions to execute your electronic signature.

e Log in your Customer Portal account

o Enter taxslayer.com/myaccount in your Web browser and press enter

Login

Need a TaxSlayer account? Creaie account.

Username

Password

Enter the username and password
that you established when creating
your account

Forgot Username | Forgot Password

LOG IN

By clicking ‘Log in, you agree to TaxSlayer's License Agreement, Privacy Policy, and
agree to receive marketing emails related to your account. You can unsubscribe at
any time

Customer Portal «

@& H . .

e When you login the Customer Portal, you will be taken to the
& MyFiles Home Page, select Preparer Files
®, piessages

19
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e The Files From My Preparer Window will display files sent by the Counselors
preparing your tax return

Customer Portal « custportal =
A Home .
Files From My Preparer
& wyFiles Taxpayer:
& Click To Add Signature
———
®, Messages
File Name Date Sent View

3116¢01-b01a-471c-8280-a32€327c3ee2_Form B879_FDBET9_1_637347186281602236.pdl  9/3/2020 8:30:29 AM

31116c01-b61a-471c-828b-a52e327c3ee2_TaxReturn_637347186247640635.pdf 9/3/2020 8:30:27 AM m

Customer Portal L
A e Edit Taxpayer Signature
L myFies Click on the Click to Add Signature
B rreparer Flies button. The Edit Taxpayer
By pessages : Signature window will be displayed

““

e Use your mouse to write your signature. If working on a device with a touch screen, use
your finger to write your signature in the box.

e To save your signature, click on the Save button

20
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o A message will display when your signature has successfully saved. Click OK

Success!

Signature Saved!

e You will be returned to the Edit Taxpayer Signature screen

Customer Portal «

Hame

Edit Taxpayer Signature

My Files

Preparer Files

= = 3

Messages

““

e To “sign” the documents related to your tax return, click the Back button

21
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e You will now see that your signature is On File

Customer Poral " cugtportal =

W Home "
Files From My Preparer

& Myriks Taxpayers:

==

- Mesiages

Filo Name Date Sent Taxpayer Sign View
Document

9/3/20:20 8:30:27
F1116c01-b612-477c-B280-252e32TeJee?_TaxRetumn 63734718624 7640635 pdl AM - Sign
[

BATY_FONMETY_1_6373471 6628 1602236, pat AW 1

F116c01-b61 2478280552032 Tedee_Form WA EII0 g m

e After reviewing and approving the tax return, click the Sign button next to each document
name

Taxpayer Sign
Document

Date Sent View

9/3/2020 8:30:27
A

0/3/2020 830:29  pum
AM S

e Once the signatures have been entered, they will be visible to our Counselors when viewing
your return in the software program
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