
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. Click on 

 

 

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

 

  



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

 

  



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. 

 
 

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

 
 

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. 

 
 

 



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

 

 

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: 

 
 

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

to link the accounts. 

 
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. 

 

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. 

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. 

 

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

 

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. 

 

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. 


