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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.
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Click the CREATE button next to the client you are creating a portal for:

Portal Status SSN Client Name Spouse SSN Phone Email Preparer Code Address City State Zip

CREATE 121-00-2025 TEST RETURN PORTAL_INVITE@EMAIL.COM 1 1TPST AUGUSTA GA 309010000

The Program will display the Send Link menu:

Send link to customer's:

Phone:
Email: PORTAL_INVITE@EMAIL.COM

oK CANCEL

Select Phone or Email and then click OK.

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

Portal created

0K

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:

Portal Status SSN Client Name Spouse SSN Phone Emall

RESEND PORTAL LINK| 121-00-2025 TEST RETURN PORTAL_INVITE@EMAIL.COM




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.

@  Receipt Menu X

1. Preparation Fee......... [ 60.00 |
2. Electronic Filing Fee...[ 0.00 ]
%* 3. SecurelvID. .. .. ... . o [ 39.99 |
* 4. Total Fees Charged...... [ 99.99 |

5. View/Edit Invoice

6. Enter Payment

7. Send Documents To Be Signedl

8. Document Signature Manager

9. Client's Media Type..... ]
% 10 Amount Due. . e s e [ 1488 ]
£ 14 ILacnd Vane Can I ¢ an 1

e The program displays the Signed Document Manager:

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

8 TaxSlayer Pro Signed Document Manager X

Select
Tax Return
Form 8879

Check All Uncheck All Ok

Communication with the taxpayer is made simple. Select the Chat icon located in the top
menu of the desktop program.
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A chat box will open up for direct communication. It will eTAXPAYER PORTAL
appear differently on the taxpayer portal as shown later.

Conversation with TAXPAYER PORTAL

| am sending the documents for your signature.
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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:

T TaxStatusNow.com<dnriDe.taxstatusnow.com> =
To: @ Customer Portal

Some content in this message has been blocked because the

NS ; Trust sender Show blocked content
sender isn't in your Safe senders list.

Click here to access your portal.
https://www.taxofficemanagement.com/customerportal/client/383a512¢-
5df3-4949-b0ed-521a79%9e49243

Click the link or copy the URL to your browser to register your customer
portal. You will be prompted to create a unique username and password.
You will be prompted to enter information that you provided your tax
preparer in order to verify your identity during the registration process.

If you registered your customer portal in a prior year, you can use your
existing customer portal username.

Via cell phone:

Your Secure Portal
Has Been Created.
Click the link to

access your portal.

https:/www

taxofficemanageme
nt.com

/customerportal
/client/f15f66f8-0814
-4218-ac8a
-C64123a9f927

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



How does the taxpayer register their customer portal?

Register Your Customer
Portal Account

Register securely turns, documents, and account information

Username

IMPORTANT!

Password

To successfully register the taxpayer account:

Confirm Password

Your password needs: L4 IaSt n a me
One lowercase character
One uppercase character [ ] SSN
One number (0-9) R
Between 8 and 25 characters ) moblle phone number
One special (@8!%*?8&)
Passwords must match ° email address

Email address

customerportal@demo.com

MUST match what was entered in the tax return.

Phone Number

Last Name

est

Last Four Of your SSN

1234

Do not close this browser window until after you have entered your verification code. If you selected to have the code emailed to you, open &
new browser tab 10 access your email account. If the browser is closed, the code will have to be sent again

Verify Your Identity Verify Your Code

ChOD se hO'\-“.a' you d |Ik% to receive your ver'ﬂcat'on -:ode Enter the passcode you just received on your email dmat*#* com

Your Information |s Protectad And Encrypted Your Information Is Protected And Encrypted

Back to signin

o

Send a code to dma*™=**com

The text may take a few minutes to arive.

Didn't get an authentication code?

“ RESEND CODE

Back to sign in Get code by text message instead

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:

e 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.
e Signatures: Review documents shared by the tax preparer and create signatures.
e Messages: Displays messages between taxpayer and preparer.

How your tax documents work
Your document flow:

° Your preparer uploads documents for you to review
° You setup a saved signature

e You sign documents when needed

° Signed documents are securely saved

You'll be notified when action is required, and you'll always review documents
before signing.

(T Don't show this again




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.

Customer Portal « wognou |
DASHBOARD
@ Home Save signature on file

You don't have a signature saved yet. Adding one can speed CREATE SIGNATURE

® Documenis up future signing requests.

3= Signatures

Q) Messages Save spouse signature on file

You den't have a signature saved yet. Adding one can speed CREATE SIGNATURE

up future signing requests.

2 & &

My Files Preparer Files Signature Requests

Files you have upoaded will appear Files your preparer has shared with Documents that need your signature
here you will appear here are ready forreview

Total: 3 Total: 1 Total: 1

ADD FILES SIGN DOCUNENTS

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.

&

Drag your file(s) to start uploading
R

Supported formats: pdf, jpeg, [pg, png, gif, tiff, i, doc, docx, s, xlsx
Max file size: SM8 per file




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.

Customer Portal «
DASHBOARD

@ Home
[® Documents

.5 Signatures I

Q) Messages

Signatures

Review documents shared by your tax preparer and complete any required signatures.
Document status updates automatically once action s taken. Al files are encrypted and securely stored.

Taxpayer name:  Taxpayer Portal
Signatures © How it works

Save signature on file

You don't have a signature saved yet. Adding one can speed CREATE SIGNATURE
up future signing requests.

Save spouse signature on file

You don't have a signature saved yet. Adding one can speed CREATE SIGNATURE

up future signing requests.

o

My Signature Requests

View documents your preparer shares with you, including forms that may need your signature,

@ Sign Out

Save Your Signature

your pr

Create your slgnature-

CLEAR SIGNATURE CANCEL




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

Customer Portal «
DASHBOARD

@ Home
@ Docusnents

% Signatures I

I0); Messages

Signatures

Review documents shared by your tax prepacer and complete any required signatures.
Document status updates automatically once action is taken. All files are encrypted and securely stored.

Taxpayer name:  Taxpayer Portal

Signatures () How 1 works

Signature on file

. S ]
Use your saved signature to quickly sign cocuments arnyltime. MANAGE SIGNATURE

ISpomsmmhnonﬂel

Use your saved signature to guickly sign documents anytime. MANAGE SIGNATURE

My Signature Requests

View documents your peeparer shares with you, including forms that may need your signature.

File Name 7. Signature status Receive Date T4

TS oot |

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

Your tax documents, all in one place
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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.

Customer Portal « Portal_Taxpayer > Sign Out

DASHBOARD

Messages
@ Home
Message Your Tax Preparer
(® Documents Taxpayer name: TAXPAYER PORTAL
2. Signatures a
) Messages Tawwhas s@ed thedocument. L eAYER PORTAL

use has signed the document.
spo LY i TAXPAYER PORTAL

- L has,sf, e ) TAXPAYER PORTAL

Spouse has signed the document.
TAXPAYER PORTAL
12239 09/16/2026

4

Type your message here ] SEND MESSAGE




