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TaxAct Professional Support Options

Online Support Center
For the fastest answers, search our online

Help Topics.

Account & Software Questions:

% professional@taxactservice.com

R (319) 731-2682, option 1

Order, Payment, & Sales Questions:

@ www.taxact.com/professional

¥ prosales@taxact.com

R, (319)536-3571

TaXACt Professional

Support Hours:

Monday - Friday
8:00 a.m. - 5:00 p.m.

Saturday & Sunday
Closed

All times are in Central
time zone

Check our support page
for in-season hours

Sales hours:
Monday - Friday
8:00 a.m. - 5:00 p.m.


https://www.taxact.com/professional/support
https://www.taxact.com/support/category/300145/helpful-tax-topics-taxact-professional
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Have a suggestion to
improve TaxAct

Professional?

We want to hear from you!

To submit an idea to our product development team:
1. Click Online in the top menu
2. Click Submit Product Suggestion

3. You will be directed to our TaxAct Product Suggestion
page, where you can describe your idea

To provide general feedback:
1. Click Online in the top menu
2. Click Submit Product Feedback

3. You will be directed to our Feedback page, where you
can rate your user experience

We continually incorporate your suggestions into TaxAct
Professional Editions to help you provide the best possible
service to your clients.
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Download & Install

TaxAct has simplified the Professional Editions installation process, starting with 2024.
You can now click one link and install all desired products at the same time.

Enterprise Editions files can be shared on a network, either your own local server or on-
line to TaxAct's secure servers.

Be sure to verify the system requirements before installing the software.

Recommended Method:

Download the TaxAct Professional Installer: TaxActProfessionalSetup.exe (3.08 MB)

Alternative Method: Download Installation File from Practice Manager

TaxAct

Go to www.taxact.com/professional
and click the Sign In button in the

upper right corner.

Sign In

Sign in with your Username and Password.

© © ©

Click the Orders & Downloads tile. o)

) = D {2] M &

Orders and Professional Practice
Downloads Reports Administration

Client Xchange Resources My Info
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https://www.taxact.com/professional/system-requirements
https://tax-prd-desktop-downloads-s3.s3.amazonaws.com/phishbait/TaxActProfessionalSetup.exe
http://www.taxact.com/professional/

O Click the Download link to the right of the product you wish to download, or to download
multiple products at once click the Download our simplified installer link at the top.

Orders and Downloads el
2019 and Newer:(Download our simplified installerto automatically download and install TaxAct Professional products for years 2019 and newer.
Order ID Description Product Year
Access
View
View

Download

o If the installation does not automatically run, locate and double click the File icon
to manually install the software.

(Type CTRL+/ in Firefox or Chrome to help you locate your downloaded file.)

Install Your Software Using Simplified Installer (Recommended)

License Agreement
o Open the downloaded program e Select the checkbox next to
file. On the initial screen, click “I Accept the License Agreement”,
Next to begin the installation. then click Next.

TaXACt Professional



u | 3R TaAct Professional Setup

i< Bl Select Tax Year to Install FAV< 3 Product Selection
By byt Profess val

Select all TaxAct 2019 Professional Preducts you would like to install

Expand All
Select All 1040
Select All 1041 Federal 11205
Select All 1065 Federal 900
Alabama
Select Al 1120 Alaska
Select Al 11205 Arizona
Arkansas
Select All 990 California
ida
Georgia
Install Folder  CATaxActTAXES\ Tahet 161 Browse..

+'| Create shortout on Windows Desktop

e Select the year to install. o Choose the products to install.

Click the arrow to expand more
options.

A TawAct Professional Setup x

X ToAct Professionsl Setup

Unavailable Products

The following preducts are not yet avadsble. They may be installed at a later date.

Installation Complete
0 of 11 products were installed
Federal 1040

Federal 1041
Federal 1065
Federal 1120

Lsunch Taxfet

Close Setup

Federal 11205
Federal 990

Alabama 1040
Alsbams 1041
Alabama 1065
Alsbama 1120

Alabama 11205

e Selected products still in 0 TaxAct will install all selected

development will be listed. You products and notify when installa-
will be notified when they become tion is complete.
available.
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Share Files on a Network (Enterprise Editions Only)

The first time you launch the program, you'll be prompted to set up your practice. At this
point, you need to choose whether to save shared files on your local network, or on Tax-
Act's secure servers.

Set Up Your Practice

o Select the radio button nexttothe T
option you prefer. If you are a
retu rning user, we'll remind you On the Cloud (to TaxAcr's Secure Servers)

This Enlenprse-cnly opbon allows you 10 edil and ecorss your Practoe, Prepaner, Chent, and Retun

which option you used last year.

®  Lecally on my computer

9 Click Continue.

Online Network Option

This is recommended if your practice has multiple preparers or if you want access to
returns from multiple locations. See our Online Networking FAQ for more information.

Local Network Option

If you choose “Locally on my computer,” your client returns will be saved to a location

of your choice on a local drive or server. If you wish to share this data with multiple
computers, this folder should be in a shared network location. See our Local Networking
FAQ for more information.

Whether storing data online or locally, all users of the software are required to sign in with
their TaxAct username and password upon software startup in order to authenticate the
account. Each user will need to sign in again after either 30 minutes of inactivity or after
24 hours (whichever is sooner).

Have questions about how to set up a local network? Refer to the Microsoft and TaxAct
Support resources below:

Windows Support support.microsoft.com/en-us/products/windows
TaxAct Support - Network Installations taxact.com/support/22832/
TaxAct Professional Support taxactprofessional.com/support
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https://www.taxact.com/support/22880/
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Install State Editions

2
3

Open a return, then click
Return > State > InstallState.

Select each state you wish
to install or Select All.

Click Auto Install to add
the state modules with

recommended settings.

Or, click Manual Install to add states to an

alternative location or to a network.

Install State Module x

Before compléting a state return, you must download and install the state module. To install your state
module, you can use either the Auto Install Method (recommended) or the Manual Install Method

If you have not yet ordered your state software, you must do 50 now before instaling

With the Auto Install Method, you must provide your TaxAct Usemame and Password, and also
specify the state you wish to install. With the Manual Install Method, you must first download the state
module, then locate the downloaded module in order to run the install. Note: Account information is
sent va email upon purchase or registration of products

Auto Install Method ]

[ Alabama

TaxAct Usemname 0 Avizona
[ Arkansas

Password [ california
) Solaencie L]

Click this button to download and install your state module(s). Be sure that you've

Auto Install
entered your TaxAct Usemame, Password, and the state(s) you wish to nstall

Manual Install Method

Manual Install

Click this button if you have registered or purchased the state module, but not yet
downloaded it. Be sure to take note of the folder name you download the module
to, @s you will need this information in order to find the downloaded file later.

Click this button if you have downloaded, but not yet installed, the state module
The dialog that appears will help you find and run the newly downloaded state
module

Close

Adding or Removing States from a Return

1. Once a state has been installed, open the return you wish to add the state to and click
Return > State > Add/Remove State to attach or remove the state from a return.
Or from the left navigation panel select Add / Remove States

Al Formsg

& Federal
» Information

i Bagit Infermativrryy

B WG
Pro Festures
Federal O&A
State

Review

File Retur

MNext Year

Apphicatican for Extengion
Amended Fetum

Paper Filing Instructions:
Electronic Filing Instructions

AR Tools E-file  Print Bookmi
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Cerlel
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»
3
¥
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3
?
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Add / Femaove State. T
Stave Q&A

Peview ¥
File State Retum »
Dcler State

Install State

Rasat State Dota

g]_[__._,—i

I All Forms

Client’s Retu
csreun B p g Remove State(s)

= diFederal

V¥ have detecied that you have installed a new state. If you would ke 10 Include this
state in your retumn, select the Checkbox for the state you wish 10 inClude and Click
Save

To remawve a stale from this retum_ clear the checkbax for the state you wish to

= Information Worksheets femese
[Essic nformason B warning: Remcving a stale will delete all the data you have enlened for that state
Dependent & Qualifying Person
Ol lowa
B
Federal Form 1040NR Statements
¥ Documents Received
¥ Forms and Schedules
» Worksheets
» Hidden Forms
» &Document Manager
Help Cancel m



Installation FAQs

| downloaded the program file but can’t find it on my computer. How do I find it?

Try any of the following;:

* Repeat the download process,

+ Use keyboard shortcut CTRL+] in your web browser, or

* Find the Downloads menu item or icon on your Web browser.

You can also use Windows search to locate the installation file on your computer. The
TaxAct Professional Installer file name is TaxActProfessionalSetup.exe.

Why am | getting an error when clicking on the installation file?

A temporary or partial file may have been created during the download process due to
connection issues. This is usually designated with something added to the filename, such
as“_part.”

To avoid this problem, check your browser for progress messages, set your browser to
run downloads directly, or use a different browser.

What are TaxAct’'s system
requirements?

Please refer to the minimum
and recommended system
requirements for TaxAct
Professional below. For the
best performance, especially
for users with large client

lists or very complex returns,
we suggest exceeding the
recommended system
requirements where possible.

While TaxAct Professional may run on systems not meeting these standards, system

performance will be sub-optimal.

TaXACt Professional

Recommended

Operating System

Computer Precesser

Mumory

Disk Space

Disphay Resolution (in ploels)

Internet Access

Additional

Hinimum

Operating System

Computer Precesser

Mamory

Disk Space

Display Resolution [in pixels)

Intemet Access


http://windows.microsoft.com/en-us/windows7/searching-in-windows-frequently-asked-questions

Import Master Information

You can save time by utilizing TaxAct's Import Prior Year Online Master Information
feature. Practice, Preparer, Client, and General information will be automatically
populated based on last year’s entries. When you sign into the program for the first time,
you will be prompted to import Master Information.

TaxAct will search your local computer for master information files and bring them in
once you authorize the import. If no files are found, you will see the following screen:

Import Prior Year Master Information
We couldn't find any pnor year TaxAct data in this account

Please confirm you're a new user or used a different account last year

| have data in another account | am a new TaxAct user

If you stored Master Information online last year, click the I used TaxAct’s secure
servers last year button.

Import Prior Year Master Information

We found prior year Preparer data in this account. Would you like to import your Master Information now?

Practice ID: Practice Name / Location:

Preparers:

TaXACt Professional n



Set Up the Software

The first time you launch the software, the TaxAct Setup Wizard will walk you through
steps to set up Master Information, including Practice, Preparers, Client Status,
Directories, and General categories. For best results, complete every tab in the setup
window before clicking the OK button. To access each section individually after the initial
setup, click Preparer > Master Information

Master Information is stored on TaxAct's Secure Servers, which allows for:
* increased security

* more powerful practice management

+ setreturn-level permissions and assign returns

* See practice invitation status at a glance

+ activate or inactivate preparers

Setup

Practice Apdrers

You can edit and access your Practice,

Preparer, Client, and Return information Foreign Address
through a secure online account e
anywhere, anytime. You'll need to sign in Contact Information

to Practice Manager each time you open
the TaxAct software, so please ensure
you have a stable Internet connection
before proceeding.

Enter your practice information as you want it to appear on tax returns, labels, letters, and
other correspondence. The information you enter can also be linked to each preparer (see
the Preparers Information menu section below). When finished entering your data, click
Continue to Preparer Information.

TaXACt Professional 12



-
Preparers
Setup

After completing the Practice
information, the next step is to enter IMPORTANT: This step will assign the Practice Owner with full
information for each Preparer in your S
practice. You must enter at least one
preparer in order to continue the setup Add New Prepares
process. To access the full Preparers

menu, click Add New Preparer.

Note: The first preparer you add should be
yourself.

Setup Guide Continue to Preparer Info

Preparers Information menu

Click Add New Preparer to enter information, keeping the following in mind:

* Note: The first preparer you add should be yourself or the default preparer.

* Check the Use My Practice Information box (in the Address section) to link the
preparer to the Practice address. Otherwise, enter the preparer’s specific contact
information.

* In the Basic Information section, selecting the “IRS may discuss...” option will populate
the Third Party Designee field on the return with “PREPARER.”

« Enter “None” if the IRS has not yet issued a CAF number (you must submit Form 2848,
Power of Attorney and Declaration of Representative to the IRS to receive a CAF
number).

+ Be sure to enter a valid email address for each preparer. This is necessary in order to
invite preparers to your online network.

To change the default preparer, select a name from the Default Preparer dropdown menu
in the Preparers tab (Preparer > Master Information > Preparers). If you delete the
Default and close the window, the next preparer in the list will become the Default.

Each practice is assigned a unique alphanumeric identification code called a “Practice

ID". If you have multiple preparers in your practice, each preparer will have the same
Practice ID. The Practice ID, EFIN and PTIN (or SSN) is synched with your TaxAct Account to
streamline the e-file process.

TaXACt Professional 13



To locate your Practice Tax{Act g e [

ID, sign in to your TaxAct -
Account and look in the Rassnsise [ :l
i Practice Manager

upper right corner.

Practice Preparer Master Information: Preparers Information
Use the Invite Status preparers . sarinci m—

A t / Delen epare Assigned ractice Owner
column to manage ’, —
preparer invitations. i pr— -

o Actiee bl

Electronic Filing Info Menu - E-Filing Info

An Electronic Filing Identification Number (EFIN) is required to e-file returns. To obtain
an EFIN, please see the IRS page Become an Authorized e-file Provider for more
information.

Preparer Info Electronic Filing Info Praparer info Electronic Filing Info
E-filing Information E-filing Information
EFIN @ Vended PIN Type Practbomsr PIN for Electronc Sgnatue O EFN @ Verifed PN Type Pracimoner PIN dor Electronic Signature ()
U prepares indormanbon kor E-F e noblcatons 6 Use peeparer niormaton for E-File notfhcabons
Bank Information (Optional) Bank Information (Optional =
<t barking paniner Sedoct banking partner .
Mone . None
Default Credit Card (Optional) Default Credit Card (Optional)
Dot have umdmied - Aing? Streamine your fing experience by enterng a defaull credd cand 10 make e-fie payments Dot have unimitod o-Fing? Skeamine your fling exporence by enltring a defaull crodd card 1o make el paymonts
Eate o Cars [t Crotmcons |

To use your preparer information to receive e-file notifications, the check the box next to
Use preparer information for E-file notifications. Please make sure if you have checked
the box that you have entered your contact information on the Preparer Info screen, or
an alert will appear. Both a mobile phone number and an e-mail address are required to
receive notifications.

IRS EFIN Requirements for Tax Professionals & Software Companies

The IRS requires tax software companies to collect and verify EFIN Tracking Numbers from
its professional customers. Your Tracking Number appears on the IRS e-Services Summary
in your IRS e- Services account.

TaXACt Professional 14
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Please submit a copy of that IRS e-file application summary (including Tracking Number) to
TaxAct for verification. Having your EFIN verified prior to the start of tax season will help avoid
disruption to your e-filing services. All EFINs will need to be verified prior to e-filing.

Generally, professionals who have been verified in a previous year will not need to be
re-verified; however, TaxAct may request that you re-verify in order to e-file. You can
check your EFIN verification status in your TaxAct Account. If your EFIN is rejected for any
reason, we will notify you via email.

To submit your IRS e-file application summary or to check the status of your EFIN Verification:

1. Sign in to your TaxAct Account. )

Practice
2. Click the Practice Administration Tile, = "

3. Click EFIN Verification to expand. v efnverification

4. Enter your EFIN and the Tracking Number found at the bottom of your IRS e-file Application
Summary. Reminder: To obtain a copy, sign in to your IRS e-Services Account.

5. Click Choose File to locate and attach your IRS e-file Application Summary.
(PDF is preferred, but .jpg, .omp and .png files are also accepted.)

6. Check the box to indicate you are authorized to submit this information. Click Submit.

7. We will notify you via email if your EFIN information is rejected for any reason, and
your verification status will be available in your TaxAct Account within 2 business days.

Electronic Filing Info tab - Credit Card

Credit card information is only required if you choose to pay e-file fees with each
submission (Pay Per Return method). If no credit card information is entered, you will be
prompted for credit card and billing information each time you e-file. Credit cards may be
used to purchase E-Signatures as well.

If your TaxAct order includes unlimited e-filing or you have prepaid for e-filing, you do not
need to enter credit card information. Simply enter your EFIN, then click OK.

Tip: Double check that you've entered your credit card information correctly so that your e-files
are not rejected due to insufficient prepaid funds.

TaXACt Professional 15
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Permissions Menu

Practice Administrator - The first preparer you add to your practice will be the Practice
Administrator by default (this cannot be removed).

The Practice Administrator permission can

be given to other preparers in the practice _

by checking the box for “User is Practice s
Administrator” on the permissions tab in o
their preparer information. s

Usew

st Data Maragement Tool

Anyone with the Practice Administrator

§ |E| |
i

permission will be able to:
* Invite other preparers to join the practice ey ISR -~ fiom ] oo
* Modify other preparer’s permissions ] et ([

+ Deactivate (or reactivate) preparers

Data Management Tool: The Data Management Tool allows users to permanently
delete Client Data for all years. Only the Practice Owner can manage this permission.
Permissions are divided into 3 categories: Client Manager, Practice and Preparer
Information, and Client and Return Information.

Practice and Preparer Information

+ Edit Practice Information - Allows user to update the Master Information for the practice

+ Edit Preparer Information - Allows user to update the Preparer Information for any
preparers within the practice

+ Edit Client Status Options - Allows user to edit existing status, add new status, or
delete status for Client Return Status and Client Pay Status

+ Change General Filing Settings - Allows user to change Filing and Printing options
from the General Master Information tab

+ Change Miscellaneous Settings - Allows user to change Miscellaneous options from
the General Master Information tab

+ Change Calculation Settings - Allows user to change Calculation options from the
General Master Information tab

+ Edit Master Forms - Allows user to change Master Forms information, including Charge
by Form, Billing Invoice, Instruction Letter, and Schedule K-1 Letter (in application
product versions)

TaXACt Professional 16



Client and Return Information

+ Create New Returns - User can create new clientreturns

« Open Returns - User can open client returns they are authorized to view

* Remove Returns - User can delete client returns that they are authorized to view

* Import Returns - User can import client returns from PDFs or prior year TaxAct data

+ Export Client Information - User can export client information in a customized or
comprehensive comma separated (.csv) or tab delimited (.txt) file

* Print Returns - User can print client returns, organizers, consent forms, labels, and
reports

+ E-file/Online Backup Returns - User can e-file client returns or back up returns online
(Enterprise Local storage users only)

Invite Menu

To grant network access to other preparers in your practice, the practice owner must
“Invite” them to join your practice via email (instructions below).

The email will include a unique link the preparer must click in order to create his or her
own TaxAct Account so that the account will use your PracticelD.

Note: If you are the practice owner, you do not need to invite yourself (you are automatically
added to your practice’s network).

Your invited Preparers will have access to the following areas of Practice Manager (listed
by tile name) in their TaxAct Account:

. Orders & Downloads

. Professional Reports

. Practice Administration (EFIN Verification only)
. Client Xchange (if purchased by the Practice)

. Resources

. My Info

. My Preferences

Your invited preparers will not have access to the following tiles in Practice Manager:
. Preparer Invitation

TaXACt Professional 17



To invite preparers:

Click the Practice

Administration tile

Click Preparer Invitation.

Complete and click the
Send Email Invitation

button.

Once all information in the

Preparer Information setup is

complete, click Finish.

Client Status Menu

Edit Prepares Information

Preparer Info

Preparer Invitation

Electronic Filing Info Permissions Invite

In order to share software downloads, unlimited or pre-paid e-filing, reporting, or services (such as Client Xchange if
purchased), the practice owner must send each preparer an email invitation. The email will include a unigue link the preparer
must click in order to create his or her own TaxAct Account so that the account uses the same Practice |D. If you are the
practice owner, you do not need to invite yourself.

You can emall Invitations now or at a later time by clicking EdIt next to the user In your Preparer LIst. You can also send
Invitation emails from your Practice Manager (sign in to your TaxAct Account and click the "Practice Administration” tile).

For security purposes, your Practice 1D is not included in the invitation email, so you'll want to pravide your Practice ID
separately to each invited preparer. To locate your Practice |D, sign in to your TaxAct Account and look in the upper right
corner of your Practice Manager.

Send Email Invitation

STCTRN -

Click Add New Status to create a custom message to appear in the Return
Status and Payment Status columns of Client Manager.

Practice

Edit Your Practice Informatian

Preparers

Agd / Edet / Delete Preparers

Client Status

Create | Edt / Delete Statuses

Directories

Change Directony Inicmanan

General

Change Other Preferences

Help

TaXACt Professional

Preparer Master Information: Client Status

Client Return Status

Add New Status

e

Sl SN NN NN NN NN

Amended Return
Billad

Filed Electronically
Filed Extension
Filed Paper
Imporned

In Progress

New Return

PDF Importad
Return Completed
Sent Organizer

Warting for Informatbion

Client Pay Status

Add New Status

# Mot Paid w
# Paid w
#  Partially Paid L}
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Directories Menu

The Directories menu displays where client documents are stored and
allows you to change those locations.

Practice

Edil Your Practice Information

Preparers

Add |/ Edit / Delete Preparers

Client Status
Create [ Eait / Delete Statuses

Directories
Change Direclory Information

General

Change Other Preferences

Help

General Menu

The General menu presents
options for filing/printing,
calculation, and miscellaneous

preferences.

Preparer Master Information: Directories

Client Data Directory

PDF Directory

Log Files Directory

Auto Backup Directory

E-files Directory

Close

Practice

N Your Pracie Infmation

Preparers

A/ Eci | Detete Freparers

Client Status

Create [ Eit / Delete Stanuses

Directories

Change HECIoey Ilomanon

Genaral

Change Cihe

Help

Satup Guide Clase

TaXACt Professional

Restore Default Location

Restore Default Location

Restore Default Location

Restore Default Location

Restore Default Location

Preparer Master Information: General
Filing/Printing Options

Pring tha praparer's nama in the Proparers Sgnatues Fisid

Print the cusrent dsto 0 1ha Prapasers Sonature Date Fald
O Pt all capital Gainioss ransachons. on Form B0y
O winn return quaiies. fie Fonm 1040-5R nstead of Form 1040 on &l refwms = {1040 only)
I Fike State Long Forms' instead of State “Short Fonms' on all retums - (1040 only)

Print Schedule B even if under §1,500 - (1040 onby)

Auiomalicaly kock returms afler E-Filing

Adveays prnd Form 7203 for Fod 11208

Miscellaneous Options
B Assagn imvoecer & bo all new and smporied ks
Mext invoice & 1001 ncrement Invoices By 1
B0 Showy MASSA0E 0N ML DEen inCcAting That refund has chandgsd dus 10 8n updaled of lisnent
wurson of TamAct
[ mot inciics SoCial Sacinty REmbor(s) of denrt dopast infarmaton on Tax (rganaors - (1040 anly)

1 Show Warming on roturm closn INGCating that oGS CAnNAL adit Tis chackied oUT oo

Calculation Options

Tl The IRS shoukd compute Form 2210 - Underpayment Penalty (TaxAct will not compute panaly)
States will compute the undespayment penalty (TaxAct will not compute penalty)
Automaticalty complete Boxes 3-8 of Form W-2 barsed on Box 1 and Bax 12 enries
Autnmatically complats Box 16 Stalo Wages of Form W.2 based on Box 1 entry
Automabcally complate Box 18 Local Wages of Form 'W-2 based on Box 1 aniry

1 Do ot Butcmancally COMpULE SIATH Sa48S 0F USH 1 (New York retims onty)

Copy Calculation Options to Existing Returns

19



Set Master Forms Defaults

Once you make all of your Master Info selections, the Setup Wizard prompts you to set
defaults for various forms you use in your practice.

To complete the Master Forms setup:

o Click the appropriate program tile. Set”p

Some forms have not yet been reviewed,

Preparer info Master info Master Forms.

More options appear on the 990 1040 1041
. . Tax Exemnpt Individual Estates & Trusts
screen, which could include:
* Charge By Form 1 Sl i
* Billing Invoice
* Instruction Letter
* Schedule K-1 Letter (applicable
product versions only)

Once you complete the setup for each form, a green checkmark will appear on the tile so
you can easily see which you have not yet completed.

You can return to this section anytime, but keep in mind that setting Master Forms
defaults from the beginning will save you time later.

v
1040

Individual

1040 - Individual Master Forms

Charge By Form V Billing Invoice V Instruction Letter V’

TaXACt Professional 20



Charge by Form

This feature allows you to
set default billing rates by
form. You can add forms
and charges not listed

on the blank lines at the
bottom of the list. Use the
Select Type dropdown
menu to switch between
federal and state forms.

Master Billing Invoice

This is where you can:
*+ Assign custom invoices

* Select the Charge by
Form method or list a flat
preparation fee

* Charge a separate
electronic filing fee

* Create custom fees

* List separate charges for
preparation of Federal
and State returns

* Apply a local sales tax
amount

TaXACt Professional

Preparer Master Information

Charge By Form  Biling Invoice  Instruction Latter
Select Type. | Federal v

drop-down menu.
Form

FEDERAL MASTER CHARGE BY FORM

Complete the Master Charge By Form below by entering the amount you will charge on a
‘per form’ basis. Master Charge By Form information will transfer to all new or imported
returns. H you would like the Master Charge By Form feature to be used for returns aiready
created, select Copy Master Form Data to Client(s) from the Preparer - Master Information

Form 1040, Indvidual INCOme TAXREMWM .....cccveuirnsracrecscsansessnsassssasans
Form 1040-58, U.S. Sei-Employment Tax Return (Puero RIC0) vevverrsrrsrssssnrnns
Form 1040NR, Nonresident Alien Income TaxReWUM .........cccceeseeessasssansnas

Form 1040NR-EZ, Income Tax Retumn for Certain Nonresident Aliens With No Dependents ...

Charge

L

(-]

o

=]

o

Reset A

Charge By Form  Billing Invoice  Instruction Lelter

MASTER BILLING INVOICE

Preparer — Master Information drop-down menu.

OPreparation of Federal Income Tax Return
[ Do not use Federal Charge By Form
D Use Federal Charge By Form but do not attach detais on biling invoice

[ Use Federal Charge By Form and show detais on blling invoice

[JPreparation of State Income Tax Return
[ Do not use State Charge By Form
[ use State Charge By Form but do not attach detais on bling invoice

[] Use State Charge By Form and show detais on biling invoice

Reset Al

OK

Complete the Master Billing Invoice below by selecting the checkbox next to the invoice item
andior enter the applicable amounts. The Master Billing Invoice information will transfer to
any new or imported returns. if you would like the Master Billing Invoice feature to be used
for returns already created, select Copy Master Form Data to Client(s) from the
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Master Instruction Letter

From here, you can set preferences for the formatting and content of your filing
instruction letters, including:

. Letterhead

. Date parameters

. How to refer to your practice (e.g., “me” or “us”)

. Whether to include your name in the signature area

To access Master Form Data, click Preparer > Master Information > Master Form Data.

Preparer Master Information X

Charge By Form Biling lnvoice  Ingtruction Letter

MASTER INSTRUCTION LETTER

Complete the Master Instruction Letter below by selecting the checkbox next to the applicable
items. The Master Instruction Letter information will transfer to all new or imported returns.
If you would like the Master Instruction Letter feature to be used for returns already created,
select Copy Master Form Data to Client(s) from the Preparer - Master Information

drop-down menu.

® Check the applicable box indicating if you will be printing instruction letters on letterhead paper

[ZINo letterhead paper

CJuse own letterhead paper (small 10g0)
[Juse own letternead paper (1arge 10go)
[OJuse the following as the letterhead

Ao .

OK Cancel Help

Copy Master Information to Client Returns

TaxAct allows you to apply Master Information changes to an individual return or to all
returns. You can choose to select by form type or by clients.

Click Preparer > Master Information > Copy Master Form Data to Clients(s). Click

Copy Master Form Data to apply changes. Changes to Master Information can be applied
to select returns or all existing returns.

TaXACt Professional 22



Set Up the Software

TaxAct now includes the ability to convert previous year 1040 ProSeries, TaxSlayer Pro™,
and Taxwise® client data. Other software programs below can use PDF import:

¢ CrossLink® * Intuit Lacerte® * Drake®
* Intuit ProConnect Online® o ATX" « UltraTax®

Convert Client Data
To add a new client to convert:

Click Client Manager > Add Client > Convert Clients to TaxAct Professional

Client Manager eSignatures Payments Appointments Professional Reports Documents Notifications
£, Add Client Pre.Paid Credits: 200.00 £ (5 Export i Preferences
Search._. Fittore: | Al Bahim Staicas Al Pranarars: . | | All EFINg w | |4l Retumn Types
3¢ Add Client Test Mode (tsttaxact.com) x _
Client Quick Actl F status Contact Name Taxpay
| Add Client |
Would you like to add a new TaxAct client, open
existing TaxAct client(s), or import TaxAct
client(s)?

O Add New Client
) Open Existing Client(s)
) Import TaxAct Client(s)

® Convert Clients to TaxAct Professional ]
< >
0 Clientis)
Selected Client Information
Client Contact Phone #1:
Addrass: Contact Phone 82:
Cantact Email
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To import a client to convert:
Click File > Import > Convert Clients to TaxAct Professional

When asked: “Would you like to convert your 1040 clients’ data from your previous year's
software to TaxAct Professional?” chose Yes.

=
Client Manager o App Professionsl Reports TaxDome Docurments Notifications
. = e P — " ~ F  MPmpaen AEFTE a0
Client Quick Actions  $INEIN | 5 » Contact Name Taxpayer Contact #1  Taxpayer Conta
Would you like to connect to our servers?
Co sccurately read and CONVErt your prior year

Selected Client Information
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Next, select the ProSeries software you used the previous year and click Next.

“\.’ TaxAct 2024 Professienal Editio ent Manager Test Mode (tst.taxact.com ]
Mile Preperer Tocls Onlfine llelp Suppert
Client Manager €S0 X TaxAct 2024 Professional Edition Test Mode (tsttaxact.com) - O X | Notifications
&, Add Client | we'll i h h th i | h lxpaort @ Preferences
. | We'll guide you through the process. First, select the tax po @
— | preparation software you used for Tl [irsamipe Y]
bkt We will use this information to read your 1040 clients’ data and return it to you pCecame Fopay
converted.
Belect Software % = Data Conversion
2 Imports client data directly from the
& Inluil ProSeries Professional , .
© software’s data files. If you don't
+ Intuit ProSeries Basic have data files, PDF Import can be
used instead.
« TaxSlayer Pro
2 TaxWise (2 PDFImport
D ATX Imports client data from tax return
=t PDF's generated by the software.
[% CrossLink
[k Drake
< >
1 [ Intuit Lacerte F -
U Chient{s}
Selected Client Informati [ Froconnect Online — m
Client (% UltraTax v
Address: TOTECY FPTIONE B2
Contact Email:

Be sure to save or back up all your client data, and to remove any locks or password
protection from your client files before continuing.

4
Cllent Hanager g o .p TaxDome Documents Motifications
= 3 txport o Pretecsnces
e m X tachct 2023 Proeccional dmon o w [ P ~ | EPN v A5 -
Client Guick Actions  SSNEIN 1 . M Contact Name Taxpayer Contact M1 Taxpayer Conts
For the best experience, take these steps:

= Back up or save a copy of all your chent data
= Remove any locks or password protection from your client files
» Make sure your Computer is connected 1o A stable internet connection

Do mot show again 30 back “

« |

o Choniis)
Selected Client information

TaXACt Professional
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Browse to the client data you wish to convert.

: 4
Client Manager eSignatures Appointments Protessional Regorts TaxDome Docurmants MNetitications.
[ s | o || e
— m ¥ tanhct 2023 Professianal Edtion < [B iin E| (e =
Quick SENEIN ) Contact Taxpayer Contact Tax| r
=== i Next, browse to and select your TaxSlayer client data F = il e ebiee
You can select the entire folder or choose individual files you wish to convert
+ -
1 | | »
Selected Client Information
Select the client data you wish to convert and click Next.
4
Client Manager eSignatures Appolntments Professional Reports Tallome Documents Motifications
[ x iz | T
— m o taAa 2025 Professionad Edison el i ¥ (e
Chent Quick Actions  SENEIN [} Contact Name

Selected Client Information

Next, browse to and select your TaxSlayer client data

You can select the entire folder or choose individual files YOu wish to convert
3 -

B8 File Name

-]

0,

Taxpayer Contact #1  Taxpayer Comta

The client data will then be converted to TaxAct Professional files. This may take a few

minutes depending on internet speed and the number of files to convert.

TaXACt Professional
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Client Quick Actions  SSNEIN L)

Selected Client information

Reports TaxDome Documents MNotifications

X Tanhet 2021 Pratessional Lition

Please wait while we convert your client file to TaxAct
Professional

Currently processing
LE N

Converting 1 file

This could take a few minutes, depending on the number of files and your internet

speed. This screen will automatically refresh

Converted files will be added to Client Manager

Stop after current file conversion

3 Expont s Breferences
. | Aarress v ANEFNg v w40 -
- ] Contact Name Taxpayer Contact #1  Taxpayer Conts
|
|
|
0 Chmiy)

After the client data has been converted, the files will be added to Client Manager. Please

see Data Conversion Frequently Asked Questions for any further questions.

TaXACt Professional
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https://www.taxact.com/support/25906/

Integrated eSignatures

TaxAct now offers Integrated eSignatures, backed by DocuSign®, making it easier for you
and your clients to get the signatures you need to e-file. Integrated eSignatures are only
available for 1040 returns, state supported signature forms, and on applications for bank
products. Files must be a PDF or JPEG, with a 25MB per envelope size limit.

E-File Summary Steps

Review the steps below 10 e-file

RequeSt new eSignatureS A RS E-File Authorization' Seif-Select PIN Start

Drver's License Informaton (optional) Start

. n Care Of Informabon (optional Star

To request a new eSignature you can do so _ i =

. . . E-File Alerts Start
in the filing steps or the eSignature tab: , ,

. . . Print Returns and E-File Documents (optional) Print
Find Request eSignatures on the E-File O e
Summary Steps, and click Start. I Neoniisionies - Easians otort

Back

Select which documents you would like to eSign, and click Continue.

Select documents for eSignature Request

hether to include federal selection & what states ye would like to collect signatures for this

TaXACt Professional 28



If you do a custom eSignature request, simply click the Send Custom button on the

eSignature tab.

Client Manager = eSignatures Payments

Track, manage, edit and view tax year 2024 eSignature envelopes

Meod Help?

Client MName

Appaintments

Return Type Status

Professional Reports Documents Motifications

B 194 =

dube (aed iz

Created Reminder Date

To customize your request, add Sender and Recipient details, and set reminders and
expirations. After you have customized your request, click Continue to Payment.

Note: If you are sending a custom request, you are required to add a new eSignature.

Customize your request

i

B, Federal (Form 8879) + 1 Pages Requesting Signature

Sender Name Sender Email why

1B Notify me once all recipients have signad!

Tanpayer Name Taxpayer Emal identity Verification

KBa, w

@ vour dlient’s Name, Address, Date of Birth, and Last 4 Digits of SSN will be shared with
DocuSign to generate questions fior the KBA process, as per IRS guidelines

£ Go back to document selection

Customize your request

Sender Name Sender Email wr

Tanpayer Name Taxpayer Email Identity Verification

@ Your client's Name, Address, Date of Birth, and Last 4 Digits of SSN will be shared with
DoCuSIgn to generate questions for the KBA process, as per IRS guidelines.

Set reminders and expirations

Give this r est an expiration date 30 days from now, expiring on 11/8/2023

Send awarnang tothe recipient 4 days prior 10 request expiration
Send a reminder to the recipientin 7 days

Send a follow up reminder to the recipient every 3 days, after the first reminder

{ Go back to document selection

If you have a current balance, check | Accept to use your available balance.

Use My Balance for eSignature Envelopes

Acknowledgemant of Use My Balance
Current Envelope Balance:

New Ervelope Balance:

| Accept By checking thes box you are agreeing to the new envelope balance shown

TaXACt Professional
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If there is no available balance, click Use Credit Card. Choose Use Saved Credit Card

to use an existing credit card, or New Card to enter a new or different
payment information has been entered, click Continue.

Credit Card for eSignature Envelope Credit Card Information

card. After your

eSignature envelope creation charges Enter your payment information below. This credit card will be used for the purchase of your

products.
Please review the information below to make sure it accurately represents what you are wishing to

purchase. Billing Address 1
Charges:
eSignature Envelope (must be used by JAND1/2024) & - Billing Address 2 (optional)
Sales Tax:
_ City State
Order Total: BN
Use New Card Use Saved Card Country

WVISA ending in S

MName on Card

Card Number

NOTE: Your credit card will not be processed yet.

€ Go back to request customization m

Zip Code

Exparation Date

0l.Jan v 2023 v

Security Code

0]

e m

Confirm your charges and payment method, and click Review Envelope.

Order Summary - eSignature Envelope

Confirm charges to selected credit card

Please review the information below to make sure it accurately represents what you are wishing to

purchase
Charges:
eSignature Request - -
Sales Tax: &
Order Total: ®
Payment Method

Credit Card: VISA card ending in S

You will review your eSignature request on the next page prior to sending. Your payment method
will not be charged until you have sent the request

< Go back ta request customization

TaXACt Professional
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Review your request. TaxAct supplies you with a default Subject Line and Message, but
if you would like to customize either, uncheck Use Default Subject and/or Use Default

Message to enter your own.

Review before sending

:

Wha is receiving this request?

Taxpayer Email

‘What is the subject line?

Use Default Subject

Hi, it's £ Time 1o review and Sign your taces.
‘What would you like to say?

Use Default Message

wrote:

Thank you for being a valued clhent of

It's time to review and sign your completed tax return.

All you need to do is:

1. Click the Review Documentis) link above

2. 5ign where specified and submit

Thank you for your business!

P

Review before sending

What is the subject line?
Use Default Subject

Hi, it's ! Time to review and Sign your taxes.

What would you like to say?

8 Use Defaul: Message

Thank you for being a valued client of
it's time to review and sign your completed tax returm.
All you need to do is

1. Click the Review Document(s) link above

2. 5ign where specified and submit

Thank you for your business!

What documents are included in this request?

B, Federal (Form 8879) « 1 Pages

€ Go back to Payment

REqUESEING SIERItUNe

After you have reviewed your message and included documents, click Continue to send

your request.

Sent!
The request for Es-gnawre Was sent o

You can track the status of this document in the "eSignature” tab from your dashboard

TaXACt Professional
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Add new eSignatures
To add a new eSignature:

Click Upload to launch dialog window, and click Add Signature.

Customize your request

B, Federal (Form 8879) - 1 Pages Requesting Signature

Add Signatures

Da you want to add signatures to pdf?

I

Sender Name Sender Email why d

. B:f' addeng your own Signature requests onto documents you

upload, you acknowledge your role in staying compliant with state

Recipientis) and U5, federal laws, as well as IRS requirements.

Taupayer Name Taxpayer Email dentity Verification

KBA w

@ Your client’'s Name, Address, Date of Birth, and Last 4 Digits of SSN will be shared with
DocuSign to generate questions for the KBA process, as per IRS guidelines

< Go back to document selection Continue to Payment

Click the Add Signature drop-down menu, then click the Signature rectangle and drag it
to the desired location. After you have placed your signature, click Save and Close.

Add or Edit Signatures Add or Edit Signatures

€ Page1/1 )
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Click the dotted menu and then Edit Signatures to return to the menu.

Customize your request

Documents

B, Federal (Form 8879) * 1 Pages Requesting Signature

B o Requesting Signature D

=

@ Edit Signatures

3 Remeove

Sender Name Sender Email why nieed to enter m

Taxpayer Name Taxpayer Email Identity Verification

KBA v

@ vour client's Name, Address, Date of Birth, and Last 4 Digits of SSN will be shared with
DocuSign to generate questions for the KBA process, as per IRS guidelines

< Go back to document selection Continue to Payment

eSignature Dashboard

The eSignature Dashboard is where you will be able to view, track, manage, and edit your
eSignature documents.

Track, manage, edit, and view your envelopes containing eSignature requests Purchased: il

Buy More Envelopes (2
Remaining,

{Help?
Mext Expiration
Clhent Name Retum T Status Date Created Documents
»e Reminder Date
1040 Voided 10/M2023 N/A 11/8/2023 US Form 8879
1040 Sent 1/11/2023 N/A 11102023 US Form 8879
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To view the Options menu for your documents, click the dotted menu next to the entry
you wish to access.

Track, manage, edit, and view your envelopes containing eSignature requests Purchased: il

More Envelopes 2
st it ot E Remaining:

Next Expiration
T
Client Name Return Type Status Date Created Dote Documents
1040 Voided 10/9/2023 NA 11/8/2023 US Form 8879
e, T— 1040 Sent 10/11/2023 N/A 11102023 US Form 8879
! @ Edn Request

5 Send Reminder
D View History

& Download Forms
& void Request
—

To customize your request, click Edit Request to bring up the Editing Request screen.
Here, you will be able to edit your request email by clicking on the Edit Email tab, or set
reminders and expirations under the Customize Request tab.

Editing Request for " S - Last Sent 9:49 AM on 10/11/2023

@ Vour client’s Name, Arddress, Date of Birth, and Last 4 Digits of SSN will be shared with DocuSign 1o generate questions. for the KBA
Process, a5 per IRS guicehnes.

What is the subject line?

Wi i Tirme to review and sign your taxes.

Editing Request for S S - Last Sent 9:49 AM on 10/11/2023

Ediit Ema Customize Reguest

B, Federal (Form 8379) Fequestng Sgnature

et reminders and expirations
Give this request an expiration date 30 days from

niow, expiring on 11/10/2023
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To send a reminder email to your recipient, click Send Reminder.

Send a Reminder
Do you want to send a reminder to S S

. Sending a reminder will not charge your payment mathod

To view your entry’s previous statuses in the History Log, click View History.

To download forms that have been sent for that entry, click Download Forms, select the
document you would like to download, and click Download.
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To void your entry, click Void Request. Enter a reason for voiding the request if you wish,
and click Void.

Are you sure you want to void this request?

1§ does not affect your eSignature Envelope balance, as the envelope has already been used and

023 s crl [ - Cheet Mamager Lokt o it ) - & %

o Tesk Onbne Hielp Suppont

Custom aeraraan . r—| ———

eSignature T —— saras e o onen vpee
L Suick Actions  SSNEIN Return Type Return Status Fed BF Status COMaLT Name Taxpayer Contact M1 Taapayer Contact
s — oo IR T o T
Requests - .
Bz €l Mo Clantis)
il Chpnt bt AT [l Iovkorm atuton
Lt Chrot St Lt Crert Nt
it Ot (n) Bt Sstus e Churot!s) Rt n Shates.
To create a custom e i o
Aanigm Prepaer 10 S ecned Chentis Ausign Prepaner oo Selectnd Clent's)
1 Updste Fed £F St Mpciate Fed EF Status
eS|gnatu rereq uest, R e g
M [E » EFie »
click send custom = ; = ;
M Chech Ot Returniy) o Onst, Baturms)
eSignature request
Lisch Rt mis) ek Bty
Cliers Manager = eligr ! A poi i b MNotifizations
Buy More Envelopes & Available Envelopes: 20
Need Heip? (3
Custom eSignature Request 2 @ @ Custom eSignature Request
Use the Custom eSkgnature function to send
conain Tax Returm documents, such as e-file MNext Explration Documents.
KHarv Hame Fosiaam | authorization forms (Federal Form 8879 and Reminder Date Sent
state aquivalents), apolications for bank
Erin Bergson 3 104C products, and other documents related to 05/04/2024 07/0472024 US Form B879
Lax preparation services.
Angel Franci : Lelivery Failgd VAU 2ULa 05/04/2024 Q7/04/2024 Engagement Letter.doc
Martin Franci : 1040 Delivery Failed 04/04/2024 05/04/2024 07/04r2024 U5 Form 8879
Ashlynn Kenter H 1040 Expired 04/04/2024 05/04/2024 07042024 Engagement Letter.doc
Jaylon Korsgaard H 1040 Expired 04/04/2024 05/04/2024 07/04r2024 US Form 8879
Marley Korsgaard  § 1040 Completed 04/04/2024 05/04/2024 07/04/2024 us form 8879 S
Marley Levin i 1040 Completed 04/04/2024 05/04/2024 07/0412024 us Form 8879 [N
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Customize your request

Add Personal Documents

No Documents Selected

Drag and drop files
here or
Browse to select

===
'
'
'
'
]
'
'
i
'
'
i
'
'
"
'
'
"
'
]
'
1
1
v

Sender

Sender Name Sender Emal &
Practiceline Cwner

B Naotify me once all recipients have signed!

Recipient{s)
Taxpaysr Name Taxpayer Email Identity Verification
l J [ et :
Yalue is required Value is reguired

@ vour clients Name, Address, Date of Birth, and Last 4 igits of 55N will be shared with
DocuSign to generate guestions for the KBA process, as per IRS guidelines.

Continue to Payment

Next, select the documents you

want for the eSignature Request

by clicking Browse to select

If you select a PDF file, you will then be automatically prompted to add a signature to your
document. If you later want to add or edit this signature, click the three-dot menu next to
“Requesting signature” at the top of your page and then click “Add signatures”

Add Signatures

Do you want to add signatures o

e By adding your own signature requests onto documents you
upload, you acknowledge your role in staying compliant with state

and U.S. federal laws, a= well as |BS reqguirements.

TaXACt Professional
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To add a taxpayer signature to the document,
click “Add Signature” and then “Taxpayer Signature”

Add or Edit Signatures

Taxpayer Signature
Taxpayer Date Signed

Spouse Signature

LLOETar
33-44-4542
hHerencs

[ 70.000]

Spause Date Signed

Arrarthon mibsbeORS TR . . . . ...
Evewen wdvance provshes fox cradhl payreeet. _ . oL Lo
[Eres—
vl e L
Foivgn b e, ..
coman for ch

£ Page1/1 >

Cancel

Add or Edit Signatures
[.;\ur; Signature - I Edit - ]

Energy efficient home improvement credit. . . . . . - . . . .. ...
Othercredits . . . . . ... .........

Other taxes . . L

| Total tax
Estimated tax payments . ...
Eamediinoomectedl . . ... L s i e e e e
Additional child taxcredit . . . . ... ...
Refundable education credit
Met premium tax credit
Amount paid with request for extension
Excess social security and tier 1 RRTA
Fuel tax credit
Other payments or refundabile credits

Total payments

Estimated tax penalty

Balance due .

€ Page1/1 )

Cancel

Ta)\’ACt Professional
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Fill out sender and recipient information and select an expiration date.

Customize your request

Add Personal Documents

B

i
'

i

H Drag and drap files
'

{ here or
'
P
H

sender Name sender Email @
PracticeQine Ownear

Maotify me once all recipients have signed!

Recipient{s)
Taxpayer Mame Taxpayer Email Identity Verification
John Doe fake@email.com KB~ ~

@ vour client's Mame, Address, Date of Birch, and Last 4 Digits of 55M will be shared with
DocuSign to generate questions for the KBA process, as per IRS guidelines.

Continue to Payment

Customize your request

Practicetne Owner

Notify me once all recipients hawve signed!

Taxpayer Mame Taxpayer Email Identity Werification

john Doe fake@email.cam KBA ~

@ vour client's Name, Address, Date of Birth, and Last 4 Digits of 55N will be shared with
Docusign to generate questions for the KBA process, as per IRS guidelines.

Set re ders and expirations

Give this request an expiration date 30 days from now, expiring on 9/22/2024
1 Send a warning to the recipient 4 days prior 1o request expiration

| Send a reminder to the reciplent in® 7 days

1Send a follow up reminder to the recipient every 3 days, after the first reminder ‘-

Contnue to Payment

TaXACt Professional



Confirm your envelope balance and proceed with payment.

TaxAct Professional 2023 Test Mode (tst taxact com) = (=) b

Current Envelope Balance: 96

Remaining Envelope Balance: 95

By checking this box, you are agreeing to the new envelope balance shown above

Use Credit Card

For further information
Please see the following links:

* Integrated eSignatures
+ eSignatures Frequently Asked Questions

TaXACt Professional



https://www.taxact.com/professional/efiling/esignature
https://www.taxact.com/support/25907

Import Last Year’s Client Returns

TaxAct Professional Editions include the ability to import information from last year’s
returns into the current year’'s program.

You can import: * Prior year returns created with TaxAct
+ PDFs from other supported tax preparation software.

Import TaxAct Returns

1. Click File > Import > TaxAct 2024 Client Return(s).

2. Click Select All to import all returns in the directory, then click Import.

You will receive a message when the import process is complete. The return(s) will be
added to the Client Manager with a status of “Imported.”

Import Prior Year Client Data

To impaort your prior year client data, please select where your 2023 data is stored. If
we have detected any stored client data, we have defaulted that selection below.

O Locally on my PC or network

0 On TaxAct's Secure Servers
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Add/Edit Client Returns

You can add, edit, and delete client records in the Client Manager, which displays all
current client information and the status of each return.

To access Client Manager after the initial setup process, click Preparer > Client Manager.

From within a return, click the Clients button.

Add Client

Import TaxAct Returns
The information fields in Client Manager will populate as you add returns.
To open a return, double click the desired client record. To add or edit a client's

information or return, click the client name in Client Manager. Once the record is selected,
you can find additional menu items in two ways:

—

. Right click the client record to access 6. Delete Currently-Selected Client Return
the menu, or 7. Search for a Client

. Use the Quick Link buttons: 8. Open Client Manager Print Center

9

. Add a Client . View Preferences

2
3
4. Open Currently-Selected Client Return
5

. Edit Currently-Selected Client
Information

Fiters: Al Retum Staluses v Al Preparess ™ All EFiNs v Al Return Types
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Add a Client (and associated return)

o Click the Add a Client button. If you didn't complete the Master
Forms section of the setup process, you may be prompted to do
so. Fill out all Master Forms prior to adding clients.

e Select Add New 2025 Client to complete the new client contact and
basic information portion of the return, then click OK.
a. Click Client and fill out the basic information for the client.

b. Click Preparer to assign a preparer, set the Return Status
and Payment Status, and make any related notes.

c. Click OK to save the client record and create a new return.
(Turn on auto-save if prompted).

Add Client

Would you like to add a new TaxAct client, open
existing TaxAct client(s), or import TaxAct
client(s)?

® Add New Client 1040 Client v
O Open Existing Client(s)
O Import TaxAct Client(s)

O Convert Clients to TaxAct Professional

Help Cancel “

Edit Existing Client Return

o Click the client record in Client Manager.

e Double click the client record. The return opens in Forms Explorer, where you may
edit or review forms directly. To switch to the Q&A interview method, click the Q&A
button in the toolbar near the top of the page.
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E-file Client Return(s)

E-file Center

When you're ready to e-file a client return,
we recommend using the E-file Center,
where you can submit single or multiple
returns.

From here, you can also view e-filing
information for other preparers in your
practice and navigate to e-file and refund
status reports.

To access the E-file Center, you must be in
a client's return. Click on the E-file button
in the navigation menu.

E-file a single return

From the E-file Center, click the
first link, Submit Electronic Filing
Return. This will open to a screen
in the Q&A.

Select E-File and click Continue.

When e-filing your first 2025
return: If you have not entered
your Practice ID, EFIN or PTIN (or
SSN) in Preparer Info, you will be
prompted to confirm or enter the
missing information. You will also
need to have your EFIN verified,
and confirm that you are the
responsible party for verifying
your EFIN, before you can proceed
through the e-filing steps.

00
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3 E-File Center Test Mode (tst.taxact.com) - l x

E-File Center

Go through the electronic filing process for the currently-open client return

Submit (Batch) Electronic Filing Returns
Submit a batch of previously-completed electronic filing returns.

Update Electronic Filing Information
Rewview and/or update the electronic filing information for the various
preparers thal have been sel up in the program

Check Electronic Filing Status
Open Professional Reports and check the status of your electronically-filed
returns.

Check Electronic Filing Status Online
Check the status of your electronically-filed returns online

Check IRS Refund Status
Check the status of a client's refund on the Internal Revenue Service (IRS)
website

Basic Info  Pro Features = Federal State Review Filing Next Year

E-File Return  Print Retum  File Extension  Amend Federal Retum

Filing
You can choose electronic or paper filing for your client's refum

E-filing is the fastest and most accurate way to file your chients’ retums. You can send each
refurn individualty, or save up a batch of e-files to submit all together

The Paper Filing option will print the entire return with all supporting schedules and documents
How would you like to file this chent's return?

E-File
Mail Paper Return

Back
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0 If you've enrolled in Protection Plus Audit Assistance, you will also indicate
whether you want to purchase Protection Plus for your client and complete the
subsequent entry screens.

6 A screen titled E-Filing Summary will appear, where you can navigate to specific
e-file topics (see list below). You can return to this screen at any time by clicking
“Back” or continuing through all the screens for a topic.

The list of topics is client-specific and depends on the details of that client’s return, such as
whether there is a refund or liability. Topics include:

* IRS E-file Authorization: Self-Select PIN - In this required step, choose Self-Select PIN
or Practitioner PIN via Form 8879, then enter related information.

* IRS Refund Method: Direct Deposit - If client is receiving a refund, you must choose
bank products, direct deposit or check, then enter the required information for the
refund method. If client owes money to the IRS or state, you must choose how they will
pay - direct withdrawal, credit card (pay now or pay later), or paper check.

* Driver’s License Information (optional) - Enter or confirm drivers license information.
* In Care of Information (optional) - Enter In Care Of information here.
* E-File Alerts - These alerts must be fixed for a valid e-file as required by the IRS.

* Print Returns and E-File Documents (optional) - From here, you can print your client’s
federal and/or state return and filing instructions. You can also print state forms from
here, including Form 8453 and other e-file signature documents.

* E-File Notifications (optional)
- Sign up for E-File Notifications. Eile SHmmary Steps

* Request E-Signature - Request an
E-Signature. For more information
see Electronic Tax Signing.

nfarmation (optional) Review

1 Care Of Information: (optional) Start
Print Returns and E-File Documents (optional) Print

E-File Notifications (optional) Start

B Request eSignature Start
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After completing the E-Filing Summary, complete the screens to “sign” your client’s
return. (Information required for signature depends on whether Self-Select PIN or
Practitioner PIN was chosen.)

Then begin TaxAct Alerts, which checks the return for potential errors, omissions
and tax-saving opportunities. Make any necessary changes to the return.

If your client’s return has any associated fees, the E-filing - Payment Method screen
will appear. You must select whether to pay the client’s fees from your prepaid
account (see instructions below) or by credit card. Note: if you purchased a bundle
that includes unlimited e-filing, you will not be prompted for payment.

Q0 ©

o Continue through the next screens to submit the e-file.

To set up a prepaid account, you must enter the information in Preparer Master
Information. (Click Preparer in the main menu, select Master Information, then
Preparers. Click Edit next to the preparer name. In the Edit Preparer Information window,
click the Electronic Filing Info tab and enter the credit card information.)

E-file multiple returns as a batch

Batch e-filing allows you to complete client returns while you wait for receipt of payment.

In order to batch e-file client returns, prepare returns for submission by completing steps
1 through 8 above for each return. Any fees associated with returns for batch submission
must be paid when completing step 8 above for each return.

1. Complete steps 1-8 above (for e-filing a single return).
2. Continue through the “Submit Return” screen.

3. On the “Create and Submit” screen, choose “Submit Later” in order to place that return
into a holding directory.

When you are ready to submit a batch of returns:

1. Click Preparer in the main menu, then Submit Client E-files. (You can also navigate here
from the E-file Center by clicking the second link, Submit (Batch) Electronic Filing Returns.)

2. A popup window with all client returns ready for submission will appear. Check the
returns you would like to submit.
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Note: You can also “delete” a return pending transmission in this window. Deleting simply
removes the file from the holding directory - it does not delete the return or alter the
information in the return. If you delete a file from the holding directory, you must again
complete steps 1-8 above for e-filing a single return.

3. After selecting at least one return, the Submit button will be enabled. Click Submit to
transmit the selected returns.

4. When submission is complete, a confirmation window will appear. You should also
receive an email notification from TaxAct indicating the returns have been received.

Other Return Actions

Remove a Client Return

1. Click the client record in Client Manager.

2. Click the Remove Selected Return button.

3. Click Yes to delete BOTH the tax return file and the client information stored in
Client Manager. Click No to cancel.

Search for a Client

Click the Search button and enter text. Click Next.

Print Information in Client Manager

Click the Open Client Manager Print Center button. (See Print Returns, Labels, Reports,
and Invoices, later).

View Preparer Preferences

1. Click the View Preferences button.
2. Choose settings for your Client Manager, Electronic Filing Manager, and specify
general preferences.

Work on Files Offline (Local storage only)

All users will be required to authenticate themselves upon initial software startup by
signing in with their TaxAct Account username and password with an active Internet
connection. After the initial sign-in, local storage users may work offline. When an Internet
connection is not detected by the software, you will see a window with a work offline
option available. Some features will not be available while working offline. To access those
features, you may need to close your software and re-open to sign in online.
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Protect, Backup, and Restore

TaxAct offers several methods for you to + Password protection
keep your client returns safe and secure, * Full backup and restore features
including:

Your practice is issued a TaxAct Account and the practice administrator can set individual
permissions for each preparer.

Enterprise Editions Online Networking users: All data you enter is backed up
automatically, so there is no need to run manual backups on your client data files.

Password-Protect Client Returns File Edit Preparer Return Reports Tools (
Add Client Return Ctri+N |
In Client Manager, double click to open return. Save Clhierid Relven Ctrlss  F

Save Client Return As PDF...
1. In the main menu, click File > Passcode > Add.

2. Enter a passcode in the fields provided, then e

click OK. Print Client Return
. ) Print Setup...
Reminder: Document all of your passcodes in a safe
o | rt >
location. i
Export
If you choose not to add a passcode to the return, Restore Removed Client(s)
click Cancel to exit. Passcode >
Exit
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Set Individual Usernames, Passwords & Permissions

You will be required to sign in each time you open the software and after 30 minutes of
inactivity on your PC, or every 24 hours (whichever comes first).

The IRS Security Summit's requirements apply to all professional tax products across the
industry, including TaxAct Professional’s solutions. For more information, view our FAQ on

TaxAct Professional, IRS and State Agencies Expand ID Theft Safeguards.

Use the Preparer’s Permission menu to limit which returns each preparer can access.

Note: Make sure to document all passwords for future reference.

Back Up Client Returns to Your Local Computer

Performing regular backups of client information, returns, and preparer information is
important. To utilize TaxAct's backup and restore functions, follow these easy steps.

1. Click File > Backup > Client Return(s).
2. Select Local and click Next.

3. Check the box next to the return(s) you want to back up and click Next. (Notes: Click
Select All to check all returns. Choose by return type in the drop-down list.)

4. To change the backup file location, select Browse and choose the location using the
directory tree.

5. Click Finish. A confirmation message will appear when files are backed up.

To back up Preparer Info, click File > Backup > Preparer’s Information > Local, specify
a backup directory and click Select Folder. When performing future backups, you will be
prompted to overwrite the files that already exist. Be sure to save the most recent versions.

Enterprise Editions: Back Up Client Returns on TaxAct’s Secure Servers

Networking online? No need to back up your data - it's automatically saved to TaxAct's
secure servers!

Networking locally? We recommend backing up your data both on your computer (following
the above instructions) and on TaxAct's secure servers as an extra level of protection:
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Click File > Backup > Client Return(s).
Choose Online, then click Next.
Enter your TaxAct Account username and password.

Select the return(s) you want to back up. (Notes: Click Select All to check all returns.
Sort by return type in the drop-down list.)

To back up preparer information, check the box next to Backup Preparer Master
Information.

Click Finish to upload the files. A confirmation message will appear when files are
backed up.

You may be prompted to overwrite any files of the same name that exist. Be sure you are
restoring from the correct file before proceeding. A confirmation message will appear
when files have been restored.

Restore Client Returns from Backup Files Saved Locally

. Click File > Restore > Client Return(s).

Choose Local, then click Next.

Browse to your backup location to choose the files to restore. To restore all returns,
click Select All. Click Next.

Browse to the restore location. Default is C:\TaxAct\TaxAct 2025 Professional Edition\
Client Data\[Practice ID]. Click Finish.

A confirmation message will appear when files have been restored.

Restore Client Returns from Backup Files Saved on TaxAct Servers (Enterprise Editions Only)

i W=

Click File > Restore > Client Return(s).

Select the Online radio button, then click Next.

Sign in to your TaxAct Account.

Select the return(s) you want to restore. To restore all returns, click Select All.

To restore Master Information at the same time as client returns, check the Restore
Preparer Master Information box, then click Next.

Click the Authorize button. This will send an email to the address associated with your
account.
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7. Leaving the TaxAct Restore Wizard open, click the link in the e-mail. Follow the steps to
enter the authorization information into TaxAct and submit.

8. Return to the TaxAct program and click Next.

9. Browse to the restore location. Default is C:\TaxAct\TaxAct 2025 Professional

Edition\Client Data\[Practice ID]. Click Finish.

You may be prompted to overwrite any files of the same name that exist. Be sure you are

restoring from the correct file before proceeding. A confirmation message will appear

when files have been restored.

Print Returns, Labels, Reports, & Invoices

The Print Center

The Print Center offers multiple printing
options in one convenient place. Multiple
documents can be printed in one job.

The Print Center also consolidates the
printing of client returns, organizers,
consent forms, labels, and blank forms.

You can access the Print Center in any of
the following ways:

+ Select any Print command under the
Preparer top menu,

* From within a return, click the Print
button found in the toolbar under the
main menu.

* From within a return, click File > Print
Client Returns

TaXACt Professional

Preparer Return Reports Tools Online

Client Manager
Appointment Manager
Professional Reports
Document Manager
TaxDome

eSignature Dashboard

Motifications

Master Information
Charge by Form
Billing Invoice
Instruction Letter

Edit My Preparer Information

Print Returns

Print Organizers
Print Consent Forms
Print Labels

Print Blank Forms

Print Reports

Submit Client E-files
Check Client E-file Statuses Online
Check IRS Refund Statuses Online

Preferences

Help

Ctrl+B
Ctri+-Alt+ A

Ctrl+Q
Ctrl+Alt+D
Ctrl+Alt+T
Ctrl+ Alt+S
Ctrl+Alt+N
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Print a Client Return

Before printing, make sure to set your printer preferences by following these steps:

1. Click File > Print Setup.
2. Select printer and modify property settings if needed (default printer settings will
generally allow you to successfully print documents from TaxAct),then click OK.

When printer preferences are set, continue with printing:

1. Click Preparer > Print Returns. This will open the Print Center window.

2. Click the Client Returns tab. Select the return(s) to print, or click Select All to print all
returns at once.

3. Enter quantities for each desired document.

4. Click Select States or Select Reports to print related materials, then click Print.

Print Center Help

Returns  Organizers Labels Blank Forms Reports

Print Consent Forms

TaxAct's bank partners require taxpayers
to sign an agreement document before
transactions can be processed. To print the
document(s) with client returns:

Republic Bank
TPG Bank

1. Click Preparer > Print Consent Forms. Protection Plus
The Print Center window opens.

2. Click the Consent Forms tab. Number of Copies
3. Select the Client and Bank.

4. Enter the desired number of copies,
then click Print.

L_d = lll “
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Print Client Organizers

What is a Client Organizer?

The Client Organizer is a portfolio of client return information designed to help you obtain
tax information in advance. Imported returns will include prior year tax information to
compare with the current tax year.

The Client Organizer portfolio includes:
. A Cover Sheet

. Personal Information
. Income

. Deductions

. Payments

To print Organizers, click Preparer in the top menu, then Print Organizers.

1. Select the clients for whom you want to Print Center Help
Create Organizers, Returns Consent Forms Labels Blank Forms Reports
2. Select the Print Applicable Organizers

radio button to print only the documents
that directly apply to the client's return.
To choose specific Organizer documents
to print, select Print Selected
Organizers instead.

3. Select the items to include in the
organizer, then click the Print button.
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Print Labels

From the Print Center, click the Labels tab. You have three options:
* Print Client Labels * Print Preparer Labels * Print Other Labels.

Client Labels Print Center Help
1. Select the c||ent(s)_ Returns Organizers Consent Forms m Blank Forms Reports
2. Select Show All Clients or Show Federal
Estimated Tax Payment Clients.

3. Choose options for printing Married
Filing Joint clients.

® Show All Clients
Show Federal Est. Tax Payment Clients

Print Married Filing Joint clients as:

Preparer Labels
To print return address labels: ® Both Client Names

1. Choose the preparer.

2. Edit the address shown if needed.

Print Other Labels e [N

You can customize address labels for
other uses, such as paper-filed returns,
tax payments, and personal messages to
include on client correspondence.

Setting Label Properties

To format labels, click Label Properties.

1. Set the print job based on your printer type and label size.

2. Click Set Font to access a list of available fonts and modify the text style and size.

3. Once you have set your preferences for the labels to print, click Print.
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Print Reports From Preparer Menu

You can print any of the following reports in the Print Reports menu:

Adjusted Gross Income
Average Client Fees

* Billing

* Client Manager

Custom Reporting

Choose this option to
select which clients and
information fields you'd like
to export to a CSV file.

To change the display
order, click the appropriate
field name within the Fields
Included box. Then click on
Move Up or Move Down
until the fields are in your
preferred order.

TaXACt Professional

Contact List
Mailing List
Practice Summary
Self-Employment

File Preparer Tools Online Help

Client Manager
Appointment Manager
Professional Reports
Document Manager
TaxDome

eSignature Dashboard
Notifications

Master Information

Edit My Preparer Information

Print Retumns

Print Organizers

Print Consent Forms

Print Labels

Print Blank Forms

Print Reports

Submit Client E-files

Check Client E-file Statuses Online
Check IRS Refund 5Statuses Online

Preferences

+ Update Summary

+ 2025 Federal Estimated
Tax Payments

+ Custom Reporting

Ctrl+B
Ctri+Alt+A

Ctrl+Q
Ctri+Alt+D
Ctrl+ Alt+T
Ctri+Alt+5
Ctri+ Alt+ N

>

ipointments

emove Client

SSN/EIN Return Type

Adjusted Gross Income

Average Client Fees

Billing

Client Manager

Contact List

Mailing List

Practice Summary

Self Employment

Update Summary

2024 Federal Estimated Tax Payments

Custom Reporting...

Professional Reports

Ret
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Print Invoices and Billing Statements from Client Reports Tab

Available reports include:

* Adjusted Gross Income + Billing - All * Practice Summary
* Average Client Fees + Client Manager + Self Employment
* Billing - Paid + Contact List + Update Summary

* Billing - Unpaid * Mailing List 2025 Estimated Payments

1. From within Client Manager, select a client. and right click.

2. Click Print and then select the desired report.

Client Quick Actions SSN/EIN Return Type Return Status F
Quick Ac Dpen Client Return New Return
Quick Ac Ramave Chanils) Imported
Create a Copy
Quick Ac New Return
Edit Client Information
Quick Ac Edit Client Notes In Progress

Edit Client(s) Return Status
Edit Clicnt(s) Billing Irformation
Quick Ac Assign Preparer New Return

Quick Ac New Return

Quick Ac Update Fed EF Status

New Return
E-Fil )
QuIck A s ‘New Return
: Print ?  Retumns
Quick Ac s
Check Out Retums) TR
Quick Ac Check In Retumis) Censent Forms
Quick A Labels b
R
pck etum(:}_ _ Blank Forms
Quick Ac Unlock Retum(s) B S
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Integrated Payments

TaxAct Practice Manager

In your TaxAct Professional Account, under “Practice Manager”, there is a button called
“Integrated Payments by Drake Pay”

New! Integrated payments powered by Drake Pay.

t Tee's Practice Manager

welcome to Your TaxAct Professional Practice Manager

Applying for Integrated Payments
After clicking the button, select “Apply Now”

Integrated payments are now
available with TaxAct
Professional.

Powered by Drake Pay.
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Follow the instructions on the top of the page to complete the application. You may

receive a follow up email to complete your application or to supply any additional needed

information.
TaxAct
DrakePay
Fiort pour apgaatian now. i
1. Business Inf BEHIT
Businen Infarmation
K3

It may take 1-3 business days for your application to be processed once complete. You

{ yous B Aat have N the information requested youw oon SRl submdt pour apphicotsan by cilchiag on the
Serbvmit gnd Fimdth | ater Butten, If pou nsdvedl pour appifcetisn wa the “Tebmit and Felch [eher™ Bulton pou will receive o feilse-op

evmall Dl will walk pow Dhvacgh aey edditionsd information needed [0 compiete your apadootion mithin ihe Drake Pay Back-Office

can check the status of your application in the Practice Manager dashboard, or by visiting

the new “payments” tab in the TaxAct Professional Software.

File Preparer Tools Online Help Support

Client Manager eSignatures

Application Status

Your application status 1s: PreGenerated.

TaXACt Professional

£ Payments

App
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Collecting Payments

To collect a payment from a client with a balance due, go to the “client manager” tab and
right click on a client. Then click the “Collect payment” option.

ToRA JLE PoTessionsl bOEGn - Chel Managey best Wode RRLLmactom ) - o X
u Pupenr Tosh Onee Ml Sugpen

Cliert Manager o @y F por Do Metifications

Cleent SENEN Notes Rewm Type Quick Actions  Return Status Modined  Fed BF Stans
Test bost 0543 1040 Quick Actions QW24 02 41 P
Test PPR A O Chst Rt 1040 Queck Actions  OLZA2024 01 13PY AwaInng Acceprance
ot ppr g Porarve Clortial 040 Quick Actions  DLFNTUZ 11 38 AM Awarmng Acceptance
Crente s Cowy
Sana Claws. b | 1040 Narw Returm Cusck Actons  O32TI2024 11 10AM
L84 Chamt iberrmgniza.
Sam Vaton "L i Chost M 1040 Wasting for Informatien Gusck Actions 41024 1151 AM
ESq Demo wesny R Chaotls Return Stabus 1040 Imported Cusek Actions  DEM2C023 0190 PM Awaltng Acceptance
L Clamaly) Bl Inkamation
Creste FPR 1 Aasign B 1040 Nere Return Ousck Actions  0AM22024 0304 PM
s Tt g Updute Fod EF fustun 1040 W Bt Gusck Acons  0GTEIOZI OF 57 AM
Care Warshal weing  Sowll Custom dingratun Rugvest 1040 importea Quick Actions  D&12:2023 01 10 PM
‘Captan K Crunch ang Toucan A ‘“-“-tm‘—— = 1080 Imported Qusch Actions 06122023 0110 PM
(220 ¥
Brac Hat and Me@mne Melon | 1040 IMpores Quick Actions 06122023 01 10 PV
Poee »
Ancly Scoft and Shely A .y 1040 Bied Cusch Actions  OS/L2024 02 16 PM
Cnack Dt Baturmic)
. S e »
13 Chemttn)
Lock Returnis)

If your application hasn't been completed yet, this option will display your application status.

e Progn % Critn  Halp Suppont L — o = a p

Client Manager eSignatures s ] Your application has been submitted

[Cae | 1 A
Application Status
Saarch == B - AERNS v e -

¥ dicatssn status is PreGenerat Pas i
- SINEIN o ‘our application status it PreGenerated DW} ay MActions Return Status Modmed  Fed EF Status
Tost test ==0043 Wactons  QWEAI04 02 41 PM
Test PPRiPay T W acnons  OVZSI04 0137 PM
Tost PPR —__inRY W actions  0VIAT0M 01 13 P Awaiting Acceptance
[ s _gugy & Actions  OUZSD024 11 S0AM Awaiting Aecaplance
Sam Vaton A ey WActons  OSMA024 11 51AM
g Dome 5400 Ractions  0&M12023 01 10 PM Awarting Acceptance
Create PR et "] W Actens 023004 008 PY
Cubar el R W acnend  ORORI0XE 00 5T AM
Caairg Marsnall 2542 Raenens  0RM22023 0110 PM
Captain K Crunch ang Toucam A =*-*-1808 Wactons 081220230110 P
Brac Hall ana Mednse Mehon =100 BaActuons 06122023 01 10 PM
Andy Scott and Shety A 1128 W Actons  OSML2024 0216 PV
| 5
11 Elemiinf
Selected Cllent Information
nant
Amrass Close
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Assuming your application has been accepted and approved, simply fill out the client card
information including the Amount to Pay, which is the amount that will be charged. Then,
press “Process Payment”.

o taoact Pobessonat 2023 o »
Client Hanager *Sigratures Payments Your application has been submitted
_ | | T | R —— | g ——

=== wa - ANEFNS v W

Cheat SSNE | Wowr application status is PreGenes sted Dmn“ ‘ Return & A Fed BF

Toxt toad -0 & Artone AL O 49 DAL

fest PPRPRY e V1] mAcnons 0VZNN2ZAMMITPM

Test PPR e MmAchons 0250024 0113 PM Awating Acceptance
EActons 01202024 11 SRAM Awarting Acceptance

Eactons 05140024 11 51AM

ESg Demo A [Ractions  OEM2O00% 0100 PU Awziting Accaptance
Creale FPR ] mActions  0X 1202024 0300 P

e ek - pass BActions 06262023 00 57 AM

Caaire Marshall 2682 BActions 0612020230110 PM

Captam K Crurch and Toucan A 1000 mAcrons 0622023 0110 P

Brag Hat and Meane Wefon 1810 Bactons 06122023 0190 P

Andy Scott and Shely A —teq128 Jctions  DA142024 02 16 PM

|
Selected Cilent informanon
Chne

Payments Tab

A successful payment will be displayed in the Payments Tab. Here, you can view all
previous payment history.

x T P " 5
2= -
dat e eliyarse 7 Pymares Aegmenrrants Pretwnninal Haperte [ narreation
Q
tame Dt 4 L A
v
Totsi s
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To refund a payment, click the 3 dots next to the desired payment and click “Details”.

et 2201

Pwrs b e b bt T
Chant Fanager woaparae 2 Paymarey
Q s ™
Marne Date 3 St e e ¢
Pt Cannd 01 e Rogroved w10 Ll L
Vot e ¥ at i
Towcwan e = Owal
TeuCad it LLdr- 1) Aoy uved o L ] Land decegt
Tl Cadat T Frr— E ] o —
T Can o e Agroved v ™ i
a1 ] s i
Tt Gk 01 e LE] w I
Tou Cad 1 vz ] v n 1
TatCad 0 ] ] L] u i
Tos 1.
et g " - fetiwn » E]
[ o ] ETE

Here, you can view details about the payment, as well as send a client refund by clicking
the “refund” option.

e B ek Duiew Filslppt
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To allow your preparers to access Integrated Payments, go to the navigation bar at the
top of the screen and click Preparer > Master Information > Preparers. Then, click the
Pencil icon next to the preparer name to edit permissions for that preparer under the
Permissions tab. At the bottom, select “Allow” for both Payment Collection and View

Payment Manager, then click Save and Close. Now, this preparer will be able to use all
the features of Integrated Payments.
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Additional Resources

B www.taxact.com/professional

% Dbrofessional@taxactservice.com
R, (319)371-2682

Professional Reports

TaxAct Professional Reports are accessible from your TaxAct Account (Practice Manager)
or from within your Professional Edition software. TaxAct Professional Reports provides
you with summary and detailed information about e-files by status, EFIN, PTIN, and
settlement type.

Refer to the Professional Reports Guide to learn how to access the reports and navigate
through the system.

Client Portals

With Client Portals, you can provide your clients with a secure, branded online experience
that simplifies document collection, communication, and tax return delivery. You can
securely request and receive documents, track missing information with automated
checklists, exchange messages, collect payments, and deliver completed returns—all

in one centralized location. Integrated with your tax workflow, Client Portals helps you
reduce administrative work, improve efficiency, enhance data security through encrypted
file sharing and storage, and create a more streamlined, professional experience for your
clients from onboarding through return completion.

If you are a single-preparer office, sign in to your account and select the Client Portals tile
to purchase. If you are part of a multi-preparer practice, speak with your practice owner
about purchasing Client Portals. To ensure all preparers in the practice have access, Client
Portals must be purchased by the practice owner.

Refer to this Quick Start Guide for information on setting up your Client Portals website,
inviting clients, and managing files.

Bank Products

TaxAct Professional offers tax-related Bank Products such as Refund Transfers, Cash
Advances, and Software Purchase Assistance. See taxact.com/professional/bank-products
for more information.
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