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What is Customer Portal? 

TaxSlayer Pro’s PaperCut Customer Portal is more than just a file-sharing tool. It’s a secure, 
efficient, and client-friendly platform that simplifies the tax preparation process by enabling 
quick, organized, and safe document exchange. 

Key Features: 

• The portal is designed with encryption and secure authentication, ensuring sensitive 
tax documents are protected during transfer
• Documents can be uploaded and accessed instantly, eliminating delays from mailing 
or in-person drop-offs
• Clients can upload W-2s, 1099s, receipts, or other supporting files directly into the portal, while 
preparers can send completed returns or requests for additional information
• The portal fosters two-way communication: clients can see what has been received, 
and preparers can quickly request missing items

Creating a Customer Portal 

What does the preparer need to do? 

Before a portal can be generated, the client must have an active tax return created in the 

TaxSlayer Pro Tax Program. This ensures the portal is linked directly to the taxpayer’s return, 

keeping all documents and communications organized under the correct file. To begin you 

will need: 

• The taxpayer’s Social Security Number (SSN)

• The taxpayer’s mobile phone number

• The taxpayer’s email address

Once this information has been entered in the tax return you can create the portal. 



Select the PaperCut Icon from the top menu in the TaxSlayer Pro Desktop program. 

Select Customer Portal. 

Select Manage Portals. 

Select Current Year Clients. 

The Tax Program will display the current year client list: 
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Click the CREATE button next to the client you are creating a portal for: 

The Program will display the Send Link menu: 

Select Phone or Email and then click OK. 

The Program will display a message that the portal has been created: 

Click OK. A link to create their portal will be sent to the taxpayer via text message or 

email. After doing this, the Create option will change to Resend Portal Link: 



How does the preparer send documents to the taxpayer? 

To send signature documents to a taxpayer’s portal, from the main menu of the 

customer’s tax return select Exit. This will display the Receipt Menu: 

• Click Send Documents to be Signed.

• The program displays the Signed Document Manager:

• Select which documents to send to the taxpayer’s portal and click Ok.

Communication with the taxpayer is made simple. Select the Chat icon located in the top 
menu of the desktop program. 

A chat box will open up for direct communication. It will 
appear differently on the taxpayer portal as shown later. 



Creating the customer portal 

What does the taxpayer need to do? 

The taxpayer will receive an email or text from TaxStatusNow.com with the subject line Your 

Secure Portal Has Been Created. The email or text will contain a link to access their portal. 

Via Email: 

Via cell phone: 

Whichever way the link it sent, the portal registration displays the same, as shown next. 



How does the taxpayer register their customer portal? 

IMPORTANT! 

To successfully register the taxpayer account: 

• last name

• SSN

• mobile phone number

• email address

MUST match what was entered in the tax return. 

After submitting the registration, the taxpayer will be prompted to verify the account. The 

taxpayer can select to have a verification security code sent via email or text. 

When the code is received, the taxpayer will enter it in the space provided and click Verify. 



Customer Portal Dashbaord: 

After the registration has been complete on initial log in, the taxpayer will land on the 

Customer Portal Dashboard. 

On the left side navigation pane the taxpayer will see: 

• Documents: Stores all documents shared between the preparer and taxpayer. There are
two sub menus:

o Preparer Files - Review documents from the tax preparer.

o My Files - View and upload the taxpayer’s shared documents.

• Signatures: Review documents shared by the tax preparer and create signatures.

• Messages: Displays messages between taxpayer and preparer.



How does the taxpayer share documents with the preparer? 

Sharing documents with the preparer is simple and convenient. Taxpayers can securely 

send documents directly from the Dashboard or the Documents section, helping to keep 

the  process organized and efficient. 

Select Add Files again. 

Click Browse files to browse and select documents to upload to the tax preparer. 

Navigate to the local copy of the document to upload and either drag and drop it 

into the file area in the portal, click on the file and select Upload. 

If a file is being added to replace a previously uploaded file, the taxpayer will need to 

check the box in the upper left corner. 



How does the taxpayer add their signature? 

Documents sent for signature by the preparer will be displayed in the Preparer Files 

section of the taxpayer’s portal. 

The taxpayer will need to add their signature before it can be applied to the documents. 

To do this the taxpayer will select Signatures and then CREATE SIGNATURE. The 

taxpayer can use their mouse to enter an electronic signature from a desktop or laptop 

computer or use their finger on a mobile device. If married filing jointly, repeat the 

steps to add the spouse signature. 



When the signature is saved successfully, the taxpayer will see Signature on file 

displayed on the Signature screen. 

With the signature On File, the taxpayer will see the ability to Review & Sign their documents: 



How can the taxpayer communicate with the preparer? 

The Customer Portal includes a secure chat feature that allows taxpayers and tax preparers to 

communicate directly with one another. On the left navigation pane, the taxpayer can select 

Messages to view the chat feature. This tool provides a convenient way to ask questions, 

share updates, and discuss tax-related matters throughout the preparation process, all within a 

centralized and secure environment. 


