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VITA Program | Customer Portal

The Customer Portal provides a secure environment for our VITA
Program clients to send, receive, review and sign documents.
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Customer Portal | Quick Start Guide

Set Up | Use from phone, tablet or computer You will receive an e-mail and/or text

Reglster Your Account

Click, Register & Verify |

Verify Account
Click the following link to access your portal "
https:/www.taxofficemanagement.com/Cust
omerPortal/client/ LJ@ )

=
Log in | bookmark/save the link for easy access.
Customer Portal “
Home
Wy Fles My Files
Pregater Fles BY 0Fiesupionded

B Messages

Files From My Preparer

.
E 0 Files Senl

Features| Messages/chat | Send files | Sign return | Save | View Status

Files From My Preparer
My Files Edit Taxpayer Signature Topiyer
File Name Date Sent View s | e ;. v Ty Sgn Document. View
Sorms s usiama7zsas e syeisaszsear powespat 125 v [ m
=] [~ N - |

Your Customer portal is a secure channel to communicate with our VITA site. Messages are live
while you are logged into your portal and appear when you log back in. (You will not be
notified.) Forgot something? Upload electronic documents, or use your phone to take a photo
and upload. View your return for quality review, sign and save a copy of the signed return for
your record. Once the IRS has acknowledged your return you can view the status.
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Tax payers will see messages while logged in (live) and when they log back in to the portal. Taxpayers do

not receive text/email.

Send a message if you upload documents.

Customer Portal ~ «¢
& tome
& yFies
B riepare Fles

Messages

Hello, my Customer Portal account Is created!

| jJust uploaded the documents you need

Greal, Ihanks!
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Customer Portal | My Files

You can use your phone or tablet to take a picture to upload, or upload documents you have scanned.
Individual files can be up to 5MB. The total space available for all documents your return is 25MB.
(including all documents we have scanned)

Customer Portal «

s My Files

My Files
File Name Date Sent View

A reparer Fles

I Messages

- Back

Upload Documents
| Check To Overwrite Existing Files.

Orop files here to upload

[}

Drag & Drop OR browse EN—

Upload Documents

My Files
" Check To Overvrite Exlsting Flles. fRakane Des s himad
TestUpload Docpdl 12/0/2021 10952 4 n
0.4 MB
o
|
Customer Portal ¢
&/ lome
& wyries My Files
. .
W Prepares Fiss E 1 Files Uplonxd
LY s

Files From My Preparer

y
E 0 Files Senl
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When your return is ready for review, we will send it through your customer portal. You must review the
return with a volunteer to ensure it is accurate before we can e-file. Taxpayers are responsible for the

information sent to the IRS in their tax returns.

Customer Portal «

A rome

& nyFies Taxpayer

) Messages
Flle Name

Files From My Preparer

Click To Add Signature
""‘)&"' Files

Date Sent

$84873b5-0956-445(-9111-4172edd13816_637746452574926508_Proweb.pdl  12/9/2021 11:14:17 AM m

View

Customer Portal | Sign your return

Edit Taxpayer Signature Custmerbornl <
& 1ome
& 1y Fres
’ |~
[® tessages

Craigortalt2
Files From My Preparer
Toxpayer
G Signature On File
File Name Date Sent Toxpayer Sign Document View
564873b5-0956-4451-9111-41726041 3816_637746452574926566_Proweb pdf  12/9/2021 11:14:17 AM m m

Files From My Preparer

Taxpayer
[ Signature On File

File Name

Date Sent

Taxpayer Sign Document  View

$84873b5-0956-4451-911(-4172¢dd1 3816_637746452574926588_Proweb.pdf  12/9/2021 11:14:17 AM m

Click sign, it will change to signed!

Customer Portal «

® tome

& WyFles Taxpayer

) Messages
File Name

Files From My Preparer

Preparer Files

Date Sent

56487355-0956-44519111-41726413816_637746452574926380_Proweb pot 12/9/2021 1117 vt |G

56487305-0956-445(-91-41726d4138(6._637746454523205637_Prowebpdl  12/9/2021 11:17:32 AM

Taxpayer Sign Document View

CragPonanz~
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Customer Portal | Screenshots from the TaxSlayer Guide | page A

Registering for Customer Portal
When the taxpayer recalves the ink either frough text or emall, he or she
needs to ragister before thelr Customer Portal account Is set up. To guide
the taxpayer through setting up 3 Customer Portal account, have the
taxpayer use the following steps:

1. Ciick the Customer Portal link In the text or emall.

Customer Portal displays the Reglater Your Account page:

LIVE UNITED

Jennings Coun .
Unitedgvs\'lay o Un{,&ed
jeunitedway.org

VI

Register Your Account

2. Type a new user name.

Note: Each user name must be unique. If the taxpayer types 3 user name
that has been used by another axpayer, Customer Portal dlsplays a
waming. The taxpayer shoukl choose another User name.

3. Type a password. The password must contain at least 5 characters
but not more than 25 and must contain at least one of 2ach of the
foliowing:

3 Lowercase character
b. Uppercase character

¢. Number
0 Special character (@$'%"78)
4. Type the emall adaress and phone nuUMDEr you want associated with
e Customer Portal account.
5. Type your Iast name for verification.
6. Type the iast four digits of your Social Sacurity number for verfication.
7. Click Submit.

Customer Portal tisplays the Verify Account page:

Verify Account
& e
Send teat verficaton Send emal vertication

el Ver o«

& Chck elther Send text verification or Send emall verification.

Customer Portal sends 3 verfication code through your selected method
and displays the Verification code sent page:

Verification code sent

e L

(@ sew sncrre

9. Find the code In your text or emall and type It In the box.

TIP: If you have not recelved your code within a few minutes, click Resend
It now to resend the code.

TIP: If you 5t do not raceive the code, you can change the verntcation
method. Cick Select another verification method and repeat Step 3.

10. Click VERIFY.

Customer Portal isplays the home page:

VOLUNTEER INCOME TAX ASSISTANCE

He
a - Wy Files
 ~ B sois
-
=3
Fhas Frore My Preperer
. -
=

Uploading a File

If you nead additional forms or documents to compiete a taxpayer's retum,
he or she can upload them through Customer Portal. Customer Portal
accepts the folowing fle types up to 5 mb each, with 3 maximum of 25 mb:

FERETESR

To guide the taxpayer through uploading a flie, have the taxpayer use the
folowing steps:

1. Click View Flles In My Flies.
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Customer Portal displays the My Flles page:

My Files Customer Portal Gispiays the Files From My Preparer page:
File Name Date Sert  View Files From My Preparer
=

[— te s v~

2. Click View on the line for the tax retum document you want 1o view.

Customer Portal tispiays the tax retum documents In a new tab In Adode
Reader:

2. Click Upload Documents.
3. Do one of the following:
a Drag a e from your deskiop to the Drop Mes here to upload
box.
b. Click the Drop flles here to upload box to navigate to the fle
you want % upload.

Customer Portal uploads the document and dispiays the file In the box.

TIP: If you want o upioad an updated fie, select the Check To Overwrite
Existing Flles check box. Customer Portal displays 3 waming If you
attempt to upioad a fie that already exists.

Reviewing Forms

You can make the tax retum avaliable for the taxpayer to review. To guide

the taxpayer through reviewing forms that you have sent, have the taxpayer,
use the fllowing steps from the Customer Portal home page:

PORTAL TRST
10 MAN STREET
CLARKDALE, OA 30111
W INCOME TAX RETURN

3. Use Adobe Reader's features 10 navigate In or print the documents 1o

1. Click Praparer Flles. N )
Saving a Signature in the Customer Portal 4. Using your finger or e-pen on 3 touch-screen device, of your mouse
The taxpayer can sign tax retum documents through the Customer Portal. on a computer, sign within the box.
Before signing documents, the taxpayer needs 1o create a signature to TIP- If you want fo re-sign, cick Clear fo claar e box, and then sign again.
have on fie. To gukde the taxpayer through creating a signature, have the
taxpayer use the following steps from e Customer Portal home page: 5. Click Save.

1. Click Praparer Flles. Customer Portal displays a Success window Informing you that your

signature Is saved:

Customer Portal displays the Flles From My Preparer page:

Files From My Preparer

:
LILY

P N Patw Sew Ve -
6. Click OK.

z g:fgg:‘&mn Customer Portal changes the Click fo Add Signaturs box o Signature
- - On Flle and dispiays a Sign button on the line for any tax retum

Customer Portal displays the Edit Taxpayer Signaturs page: gocuments:
Ed T si Files From My Proparer
it Taxpayer Signature v m
o — Dl Bt e Ly Lo (-
- =3
Tip: If the retum is Mamied Fling Jointty, Cllent Portal also allows the
spouse to 30d a signature.
‘ Signing a Document Through the Client Portal
m n Afer the taxpayer saves a signature, he o she can sign documents that
> you send for review. To guide the taxpayer through signing a document,
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Chatting with the Tax Preparer
The taxpayer can Js0 exchange chat messages with the preparer. To
guide the taxpayer through sending and reading chat messages, have the

taxpayer use the following steps from e Customer Portal home page.
r;;memayeruememngmmmmmm .. CRs y

1. Click P Flise. Customer Portal tisplays the Chat page:
Customer Portal displays the Flles From My Preparer page:

Files From My Proparer

o Gt Bt Vg S D

2. Review the document to sign.

3. Click Sign on the line for that document.
Customer Portal uses the signature on flie 1o sign the document and
dispiays Signed! In the Taxpayer Sign column:

Taxpayer Sign Document
2. Type the message you want to send 10 the preparer In the Type your
Customer Portal 350 transfers the signature to the Submission page In y Cm“‘m
TmmmxammFamlM.Fomws.wany N
N
S— S—

Viewing Retum Status

The taxpayer can view the retum status after acknowledgement. When the
taxpayer logs In to thelr Customer Portal, ey can see whether the retum
Is accepted or rejected.

If the ratum Is rejected, Customer Portal displays 3 message o contact the
VITAITCE preparer for more iInformation on the rejection raason.
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