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Tax Return Portal Instructions

jmoed
Rectangle
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Callout
You should get an e-mail like this one.
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Callout
E-mail from SecureFilePro. I recommend adding to your contacts to prevent your email from possibly blocking.

jmoed
Callout
This is your username.
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Callout
Use this link to activate your account
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Callout
Security Feature: If your link expires, please e-mail me so I may re-send it.



3

jmoed
Text Box
James E. Moede, CPA
Tax Return Portal Instructions

jmoed
Rectangle

jmoed
Callout
Create your password - must have at least 8 charachters.
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FINAL STEP: Log into your account. You have successfully activated your account
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Once you activate your account - you will then login through my website using your username and password (that you just created)
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Typewritten Text
Files - allows you to download and upload files

jmoed
Callout
Files from my office

jmoed
Callout
Files from you

jmoed
Callout
Use this button to download a file. At this time folders cannot be downloaded. You must open the folder and download the files inside.
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Callout
Use this button to upload files from your computer
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Typewritten Text
Profile - allows you to update personal information online (see p10).
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Typewritten Text
Checklist - a list of items that may be needed to prepare your return (see p11).
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Typewritten Text
Messenger - send secure messages to my office about your return (see p12).
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Typewritten Text
Sign Forms - electronically sign your return (see p13).
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Typewritten Text
Logout - To end your session (see p14).
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Text Box
You are not required to complete the entire process in one session. Many clients choose to upload files as they are received. Other clients wait until they have all of their documents and upload in one session. Use the option that works best. IMPORTANT - when you are done, use [Messenger] to let me know that you are ready for me to start working on your return.
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Text Box
Questions - if you are having issues accessing or using your account, please email me "jmoede@jamesmoede.com" or call (612) 217-4272.
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You may update your profile online using this screen instead of updating it on the organizer. There is a box to check when you are complete at the bottom.
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Callout
Click the "+" to add a dependent
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This checklist was prepared based on your prior year's tax return and is similar to the checklist included with your organizer. You may have new tax documents and some may no longer apply.
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Callout
Enter messages here.
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Callout
Click [Send]
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Coming Soon - When your return is done and ready to electronically file, you will use this screen to electronically sign your return. There will be instructions.
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Callout
Click [Logout] to finish your session. NOTE: The logout is located under your {Account} information in the upper-left corner.

jmoed
Callout
Indicates that you have logged out
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