How to File as a Bulk Filer (Tax Preparer)

Avenu Insights and Analytics offers two methods to file online as a bulk filer for many jurisdictions. The primary
method to file is to register as a tax preparer and then have any business that you wish to file on their behalf
create an account. This method does create a parent-child relationship and allows the client's account to retain
all the filing history associated with that account.

The second method is to create a taxpayer account and upload a CSV file with the data required to file for your
clients. This method will benefit a business who owns multiple businesses on which it needs to report but does
not want to force clients/each entity to create and manage their own account.

What is a Preparer Account?

A Preparer Account allows a tax preparer to link to and manage individual Client Accounts. Preparer Accounts on
SalesTaxOnline.com have a parent-child relationship with Client Accounts. Each preparer has a unique username
and password to manage his Preparer Account. Within the Preparer Account, he can manage his Clients' Accounts.
Each Client Account will also have a unique username and password, but the link between the Client Account and
the Preparer Account prevents the preparer from having to log in with the username and password of each client. At
any time, the preparer can add a new Client Account to manage or discontinue management of a current Client
Account.

Who Should NOT Sign Up for a Preparer Account?

You should not sign up for a Preparer Account on SalesTaxOnline.com if you are filing returns for a company with
multiple locations. If you are unsure about whether a Preparer Account would be right for you, please contact
Technical Support.

Who Should Sign Up for a Preparer Account?

You should sign up for a Preparer Account on SalesTaxOnline.com if you are responsible for preparing returns on
behalf of multiple clients and wish to keep each client's account separate. The benefit of keeping separate client
accounts linked to a Preparer Account is that you can allow your client to log into her own account without exposing
another client's information.

To create a Tax Preparer Account
1. Clickon

Tax Preparer Account

For tax preparers, (
manage multip

Create a Tax Preparer Account >

2. Read the description and then click on CONTINUE to proceed.

Click the Continue button to proceed.

“CAMCEL CONTINUE



3. Complete the required information. All asterisk (*) information is required.

Create New Preparer Account

Complete the registration process to create a Preparer Account. After yvou have completad all steps, vou will be
able to create your Client Accounts. All fields marked with * are reguired. Be sure to store your username and
password in & safe place.

Arry parsonal information oollectad is used within SalesTaxOnline Lo authenticate your acoount with the appropriale tax authorities, This information
will mob be disclosed or shared in amy way with any oulside entities withouot your explict permessson.

Online Account Information

Create your Username: |AvenuH F
Create your Password: |. f— I*
Re-enter your Password: | f

Preparer Contact Information

First Name: | | *

Last Name: | | =
Title: | |*

Phone Number: | *
Fax Number: | |
Email Address: | }

Re-enter your Email Address: |

Mailing Address

Country/Region: | United States g
Address 1: |S'.rea'. address |*
Address 2: |.~‘~|:-1. suite, unit, building, f|
City: [City |
State/Region: |- Selecta State - W |
Zip Code: | Postal Code |*
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4. Create your security question. Either select a suggested question or enter your own along with your
response. Be sure to store this information along with your username and password in a secure
location. The security question will allow you to reset your password if ever necessary.

Set Your Securlt-,r Queﬂmn and Answer

If you forget your password or must reset an explre-d passm:\rd you 1.-.r||| be aske{l the queatlnn below and must
provide the answern The answear should be something that you will alvways know., Here are a few suggestions for
the question:

= ‘What is the first and last name of your first boyfriend or girlfriend? Use this question?
= Which phone number do you remember most from your childhood? Use this guestion?
= What was your favorite place to visit as a child? Use this guestion?

= Who is your faverite actor, musician, or artist? Use this guestion?

= What is your faverite hobby? Use this quastion?

Security |'l.-‘|'hat was your favorite place to visit as a child?
Question:

PR —

5. You can now begin to associate your practitioner account with your clients’ accounts.

Practitioner Account

Oick the Add Mew Account Button il you need o prepane returns for 8 dient who does mob already have a wermame and passwand an this
et

Click the Add Existing User bulton if your dient aiready has a usernanme and password on this website and you want Do link that dient’s aocount
with wour Practitioner account.

Click Salect in the row of a dient U view the dient aooounl and prepare returrs foe the dient.

ADD MEW ACCOUNT ADD EXISTING ACCOUNT

Setting up a New Account
Click on Add New Account if the business does not have a username and password. You will then be
able to register the business on their behalf and provide them with the username, password, security
question and answer that they will need to manage their account.

" Tax

ONLIMNE

Home | Practiticner Account Import Returns Account Center | Lookup | Support | FAQ

Adding a New Client Account

A Preparer Account allu::-ns a tax preparer to ||nk t:u and r"uanage |rd|'.|::|ua| CllEI‘It Acc:uunts

Each Client Account will also have a unique username and password, but the link between the Client Account and
the Preparer Account prevents the preparer from having to leg in with the username and passweord of each client,

Optionally, you can provide the client username and client password to the client, to allow him to view the information
that pertains to the business.

Click the Continue button to create a new dient account for a business that does not already have a username and
password on this website. You will be taken through the steps to enter the client's business infermation. The client's
account will be automatically linked to your Preparer Account.

CAMCEL CONTIMUE




Manage an existing account
To manage an existing account, search for the account using the business’s email address.

Manage Existing User Accounts

To find 2 client that zlready has a usemame and password on this website, plezss enter the email address associated
with the client's account,

Szarch by Email address:

CAMNCEL SEARCH

Select each client that you wish to manage and click the Request to Manage button. The client will
receive an email with a confirmation code and must log into his own account to grant permission. The
client will appear in your client list as "Pending" until permission has been granted to manage the
account.

The business then must log in and provide the confirmation code that was emailed to them:

Account Management Confirmation

has requested to manage your SalesTaxOnling User Account.

An orlice Confirrmation Code has bean sent Lo wour Ernail Addrass, Your Conlirmation Code rmust be enterad balow Lo comglete and activale the
rmanagernent of your User forount, which i€ now in a Pending Status with e requesting manager.

1IN wou have not received an email with your Conlinmation Code, please dheck your sparm lolder,

CEED

Lost your Confirmation Code? Jick here to have & new Confirmation Code emailed to you.

The user should expect an email that looks like the following. Each email will have its own unique code
to link the accounts.

Request to Manage Account — Action Required

- _ Rej Reply All | —> Forward . n
Sales TaxOnline.com <suppc lestaxc i

ST
®

If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Hello

The Practitioner has requested to manage the account on SalesTaxOnline .com with Username:
marinabhamastest.

To allow the Practitioner to manage the account:

1. Login to the account on SalesTaxOnline.com with Username: marinabhamastest and your current password.
You will be presented with a confirmation page.

2. Enter the following confirmation code below to allow the practitioner to manage your account:
CONFIRMATION CODE: OHDW1DH
If at any time you need assistance, please call our Technical Support Line at 1.800.227.7059 or email us at

support@salestaxonline.com. Our Technical Support Service Center is open from 8:00 am to 6:00 pm CST,
IMonday through Friday.

ABOUT THIS MESSAGE

This service message was delivered to you to provide you with account updates and information about your online filing account. SalesTaxCOnline.com values your
privacy and your preferences. If you want to contact SalesTaxOnline.com. please do not reply to this message, but instead call our Technical Support Line st
1.800.227. 7058 or email us at support@salestaxonline. com. Our Technical Suppart Service Center is open from 2:00 am to §:00 pm C5T. Monday through Friday.
Replies to this message will not be read or responded to.

Once the accounts are linked, you will be able to pay on behalf of the business.






Option 2: Bulk Filer Import

For some municipalities, bulk filing import is available.

1. To file create a Business Account.

Business Account

For business owners or companies who need to file for a

single business or a business with multiple locations.

The information associated with this account is your information as the tax preparing agency. Each
business will need to have registered with Avenu Insights and Analytics and have an Avenu account
number. Each business will receive information detailing their account number and business name.
They should provide this information to you so you can build the appropriate import to file on behalf of
your clients/businesses.

Returns

. . . E File @ New Retumn
2. Once you have completed your signup, you can click on file a new return.

3. Select your state, filing period, return and location. Then click next.

W PREPARE PAYMENT ] .[ FILE ] . funmmmﬂ
Enter Data ProcEds Pay ménl DL R iTLan Print Returr

Create Return

Sedact the filing perfod, retum, and location you would Bke to file for, Click the Mext button to continwe to the electronic retum.,

1. Select State: [=Select State= w |
2. Select Filing Period: [[Select Feriod] |
3. Select Return: [[Me returns available for this filing pericd. % |

Don't see your return listed? Click here to add the returmn.

4. Select Location: [[Select a Logation] bdl

Does your company have multiple locations? Click here bo add another business location.

Jurisdictions with the option to import a file will see a radio button indicating bulk filing is an option.

O A L gy

Filing Type: ® Single Filer ' Bulk Filer

4. Click on Bulk Filer and you will see the option to import the CSV file as well as a sample import file that
you should reference to build your import. Each municipality’s sample import may require different fields
depending on the municipality’s requirements. Please be sure to review the sample import to ensure
you are successfully able to file.

Filing Type: Single Filer ® Bulk Filer

Upload File {C5W): Mo file chosen Upload Sample Import File

5. Once you have uploaded your file, you should see all the taxpayers listed along with the respective
calculations based on the information provided. You can then click next to file and pay.



