How to Sign in to the portal, access your Tax Returns, and Electronically sign them

(after you have created your account)

Step 1: Go to www.jajohnson.com.

Step 2: Scroll down until you see a red button labeled “portal”.

Home  Portalinfo  Contact v J.A. Johnson & CO., P.C.

— = — —— r—

Welcome to
J.A. Johnson & Co., P.C.

Your trusted partner in accounting services, dedicated to
providing personalized solutions for individuals and businesses.

upgrade to a new login. Need help? &4

[—
Step 3: You Wlll be met Wlth . Enter your NetStaff CS Or NetClient CS credentials to
e

One of the two prompts seen

J.A. Johnson & Co., toicteltaeicica
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1016 Rosser St. NW, Conyers, GA 30012
that says “Sign in with 770-278-0707

Password
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Sign in with Thomson Reuters Account

Thomson Reuters Account™.

@ Forgot password?

Upgrade my NetStaff CS or NetClient CS
login
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Don‘t have a Thomson Reuters Account, or need to
upgrade another set of credentials

[ Upgrade my NetStaff CS or NetClient CS login ]
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Account upgrade help o
. - hdy Upgraded?
View system status (4
Sign in with Thomson Reuters Account ]

Accountupgrade help (%'
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http://www.jajohnson.com/

Step 4: Sign in with the email address you set up the account with.

Thomson Reuters | Thomson Reuters Account

i Thomson Reuters

Sign in to NetStaff CS or
NetClient CS

[Email"

Step 5: Type in the Password you used when setting up the account.

If you forgot the password, click “reset your password”.

Thomson Reuters | Thomson Reuters Account

{7t Thomson Reuters

Sign in to NetStaff CS or

NetClient CS

[ Email Edit ]
Password*

i °

Reset your password




Now you should be looking at the home page of your account like the one below

T —— J.A. Johnson & Co., P.C.
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Click here

Step 6: To see your Tax Returns Click the folder with your name on in the left-hand column as seen above.

"~ J.A. Johnson & Co., P.C.
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Tax Returns

Step 7: Click on the folder labeled tax returns.
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Step 8: Click on the folder with the corresponding year that you are trying to view.

J.A. Johnson & Co., P.C.
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GA Tax Return
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Step 9: To view, download, and sign the necessary documents please open the “Action Items” folder as seen
above.

—— J.A. Johnson & Co., P.C.
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Step 10: You can click the “Download all” button or view the available PDFs individually.



You have multiple options to sign the returns under actionable items.

Sign them electronically and submit them electronically.
Print them, physically sign them, and rescan to submit them electronically or email them.
Print them, physically sign them and mail them to the office.

If you want to sign them electronically, you can do so using Adobe as seen below.

&< - C https.//www.google.com/search?qg=adobe+pdf+fillerlisca_esv=1e618ffcdBecbd84&biw=15288bih=8348ei=YOQPa/mQJO-Vw

Goog|e adobe pdf filler X &

pdfFiller
https://www.pdffiller.com

Fill And Sign PDF Online | Upload, Edit, Sign & Export
Upload, Edit & Sign PDF Documents Online. Easily-navigable interface. Start Free Trial!

Sponsored

Docusign
https://www.docusign.com

Sign Documents Online for Free
Docusign® Free Trial — Docusign Works with All the Apps and Devices You Already Use. Sign Anywhere
in the World.

@ Adobe

https://www.adobe.com » ... » Acrobat » Online Tools :

Sign your PDFs with a free PDF form filler | Acrobat
Fill and sign PDFs online. Form filling is quick and easy with the Adobe Acrobat Fill & Sign tool. Upload a
file, then add text, checkmarks, lines, and more.

People also ask

Step 1: Go to google and type “adobe PDF filler” in the search bar. Scroll down until you see the option
seen above and click “Sign your PDFs with a free PDF form Filler”

*Before selecting your file Ensure you go to your file explorer and extract the files from the ZIP folder that was
downloaded. To do so open file explorer, click downloads on the far left and select the folder with the zipper
icon labeled “Action Items”. Then Click “extract all”.

Search Downloads Q

® New v & . A v Tl Sort v = View v & Extractall (@ Details

Date modified Type

% Home

& Gallery

J‘ Action ltems 4/28/2025 442 PM Compressed (zipp...

W OneDrive - Persi
B how-to-create-an-account-to-access-yo..  4/28/2025 3:36 PM Adobe Acrobat D...

how-to-create-an-account-to-access-yo..  4/28/2025 3:34 PM Adobe Acrobat D...
B Deskiop /' # - Earlier this month
- Downloads # how-to-create-an-account-to-access-yo...  4/17/2025 3:20 PM Adobe Acrobat D... 627 KB
' Documents # B how-to-create-an-account-to-access-yo..  4/17/2025 2:54 PM Adobe Acrobat D... 627 KB

B Pictures » [ ] how-to-create-an-account-to-access-yo...  4/17/2025 2:53 PM Adobe Acrobat D... 627 KB
-

Q Music »

# Videos »

B how-to-create-an-account-to-access-yo..  4/17/2025 2:46 PM Adobe Acrobat D... 627 KB
a how-to-create-an-account-to-access-yo...  4/17/2025 2:37 PM Adobe Acrobat D... 627 KB

B (Audio) Create Account 471772025 11:46 AM MA4A File 1,340 KB

dd
— eEmEle ScreenRec_webinstall_all 4/17/2025 10:35 AM Application 372KB
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Step 2: Next you will be brought to this page where you will click the button that says “select a file”

‘www.adobe.com,

Adobe  PDFs & Esignatures »»  Tools  Convert », Edit~  Sign & Protect v~  Chat with PDF  Bdy now Go to Acrobat B

Home / Adobe DocumentCloud / Acrobat / Online Tools / Fill & Sign

Adobe Acrobat

Drag and drop a PDF tg use Acrobat as a PDF form
filler.

O Your file will be securely handled by Adobe servers and deleted unless you sign in to save it. (i)
By using this service, you agree to the Adobe Terms of Use and Privacy Policy.

Step 3: A file explorer tab will open, where you will open the unzipped folder named “Action Items” then “Tax
Returns” then the year of the return you are signing EX: “12-31-24" then “Action Items” then select the file
“US Final Action Item”.

i > Downloads

Organize = Mew folder
> [ OneDrive - Persc Name Date modifie Type
< Yesterday
) US Final Action ltem (1) (2) : 2025 5:18 PM Adobe Acrobat D...
B Desktop
US Final Action Item (1) (1) 4/28/2025 5:18 PM Adobe Acrobat D...
i Downloads
US Final Action Item (1) : » 5:09 PM Adobe Acrobat D...
E Documents
how-to-create-an-account-to-acces: U.. 4 f20. PM Adobe Acrobat D...

A Pictures

f‘ Music

how-to-create-an-account-to-access-you... 4 /20 \ Ad

I Action ltems 4/28/2025 4:59 File folder
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¥ Videos - Earlier this month
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| Upload from maobile | |




Step 4: Next You will be asked to either sign in or create a FREE account. You may sign in with an existing
adobe account or create a new account.

Step 5: Now you should be on a page like the one below. To sign your document, Click in the box labeled
“ADD SIGNATURE” and type your name, then click on the line where you need to sign.

acrobat.adobe.com,

Edit Convert E-Sign & Yourfiles / US Final Action It... PDF v Q M

X JAICHOWTO 041112025 1121 AM

ST EE TR R ® om 8879 IRS e-file Signature Authorization

securely, and easily share them with (Rev. Joruary 2021) | # ERO must obtain and retain completed Form 8879.

others to e-sign e Bt St # Go 10 www.irs.gowFormga79 for the latest information.

Submission Identification Number (SID) ’

OME No. 15450074

FILL AND SIGN YQUR DOCUMENTS Taxpayer's name Social security number
HowTo JAJC 670-08-1234

Spouse’s social security number

Spouse’s name.

Part | Tax Return Information — Tax Year Ending December 31, 2024 (Enter year you are authorizing.,
Enter whole dollars only on lines 1 through 5
Note: Form 1040-55 filers use line 4 only. Leave lines 1, 2, 3, and 5 blank.
Adjusted gross income
Total tax
Federal income tax withheld from Form(s) W-2 and Form(s) 1099
Add initials Amount you want refunded to you
Amount you owe

Add signature

5
Part Il Taxpayer Declaration and Signature Authorization (Be sure you get and keep a copy of your return)

% |nvite t : Under penallies of peury, | declare that | have examined a copy of the income tax relum (original or amended) | am now authorizing, and (o the best of

<@ Invite 1o e-sign my knowledge and belief, it is tue, correct, and complete. | further declare that the amounts in Part | above are the amounts from the income tax
retumn (original or amended) | am now authorizing. | consent to allow my intermediale service provider, transmiller, or electronic return originator (ERQ)
to send my retum to the IRS and 1o receive from the IRS (a) an acknowledgement of receipt or reason for rejection of the ransmission, (b) the reason
for any delay in processing the retum or refund, and (c) the date of any refund. If applicable, | authorize the U.S. Treasury and its designated Financial
Agent 1o initiate an ACH electronic funds withdrawal (direct debit) entry to the financial institution account indicated in the tax preparation software for
payment of my federal taxes owed on this reurn and/or a payment of estimated tax, and the financial institution 10 debit the entry (o this account. This
authorization is to remain in full force and effect until | notify the U.S. Treasury Financial Agent to lerminale the authorization. To revoke (cancel) a
payment, | must contact the U.S. Treasury Financial Agent at 1-888-353-4537 . Payment cancellation requests must be received no later than 2
business days prior lo the payment (setlement) dale. | also authorize the financial institutions involved in the processing of the electronic payment of
taxes 1o receive confidential information necessary to answer inquiries and resolve issues related to the payment. | further acknowledge that the
personal identification number (PIN) below is my signature for the income tax retumn (original or amended) | am now authorizing and, if applicable, my
Electronic Funds Withdrawal Consent.

Taxpayer's PIN: check ane box only
| autherize _J.A. Johnson & Co., P.C. 10 enter or generale my PIN | 55555 | asmy

. . Enter five digits, but
signature on the income tax return (original or amended) | am now authorizing. don't enter all zeras

[[] ! vt enter my PIN as my signature on the incorme tax. return (original or amendec) | am now authorizing. Check this box only
if you are entering your own PIN and your return is filed using the Practitioner PIN methed. The ERO must complete Part lll
below.

Your signalure pae ¢ _04/17/25

Spouse’s PIN: check one box only

[ 1 authorize tenter o generate my PN [ | asmy
B _ ERD fim rems ~ Enter five digils, but
signature on the income tax return (original or amended) | am now authorizing. don't enter all zeros
[] 1 wil enter my PIN as my signature an the income tax retum (original or amended) | am now authorizing. Check this box only
if you are entering your own PIN and your return is filed using the Praclitioner PIN method. The ERO must complete Part Il
below.

Spouse's_signature 4 Dale &
Practitioner PIN Method Returns Only—continue below
Certification and Authentication — Practitioner PIN Method Only

= . TEooAnAERTAR T

Part lll

Step 6: If signing for your Spouse as well click on the “edit your signature” and now type your Spouse’s full
name.

—
Part | Tax Return Information — Tax Year Ending December 31, 2024 (Enter year you are authorizing.)
E-Sign < Enter whole dollars only on lines 1 through 5.

Note: Form 1040-SS filers use kne 4 only. Leave lines 1, 2, 3, and 5 blank.

1 Adusted goss income 1 100
) 2 Toal tax 2
Sign your documents quickly and 3 Federal income 1ax withheld from Form(s) W2 and Form(s) 1000 ) =
securely, and easily share them with 4 Amount you want refunded to you 1
hers 5 Amount you ove L s

Partll__ Ta r Declaration and Signature Authorization (Be sure you get and keep a copy of your return)
Under penalies of perury, | declare hat | have examined a copy of the income 1ax retum (original or amended) | am now authorizing, and to the best of
_ my knowledge and befiel, it is true, comect, and compiete. | further deckare that the amounts in Part | above are the amounts from the income Lax
FILL AND SIGN YOUR DOCUMENTS retum (original or amended) | am now authorizing. | consent to alow my inlermediate service provider, transmitter, or electronic return originator (ERO)
1o send my relum Lo the IRS and to receive from the IRS (a) an acknowledgement of receipt o reason for rejection of the ransmission, (b) the reason
for any delay in processing the retum or refund, and (c) the date of any refund. If applicable, | authorize:the U.S. Treasury and its designated Financial
Agent 1o initiate an ACH electronic funds withdrawal (direct debil) entry to the financial instiution account indicated in the lax preparation software for
payment of my federal taxes owed on this retur andior a payment of estimated tax, and the financial institution 1o debit the entry 1 this account. This
authorization s 10 remain in full force and effect until | notdy the U.S. Treasury Financial Agent 1o terminate the authorizalion. To revoke (cancel) a
payment, | must contact the U.S. Treasury Financial Agent at 1-888-363-4537 . Paymert cancellaion requests must be received no later than 2
business days prior lo the payment (seliiement) date. [ alsa authorize the financial insitutions involved in the processing of the electronic payment of
Hounr~ To-2 7 fusness days i o the payment fcelaner) dale e uthrzs o rarcl s ton: oo the procesdng of i lctonk payne

L personal identfication number (PIN) below is my Signature for the income tax rewm foriginal or amended) | am now auhorizing and, if appiicable, my
Eloctionic Funds Withdrawal Consent

Taxpayer's PIN: check one bax only

Add initials + taunodze _J.A. Johnson & Co., P.C. 10 enter or generate my PN [ 55555 | as my
ERO firm name Ermer five digns, bus.
signature on the income tax return (original or amended) | am now authorizing [ri——

[[] 1wt enter my PIN as my signature on the income tax retur (orginal o amended) | am now autharizing. Check this box only
if you are enlering your own PIN and your retun s fled using the Practitoner PIN method. The ERO must complete Part Il

below.
vour sgrane ¢ FLOAS T O jAJG oe ¢ _04/17/25

Spouse’s PIN: check one box only

[ 1 sutorize 10 emer or generae my PN [ ] asmy
ERO firm narme Ertes five digis, bt
signailre 0n the income Lax return (original or amended) | am now Authorizing o e S
[[] 1wt enter my PiN a5 my sgnature on the income t rowm (originalor amades) | am ow auerizing, Check this box only
if you are entering your own PIN and your retur is led using the Praciitioner PIN method. The ERO must compiete Part il
below.

s s s O TO- 2

Practitioner PIN Method Returns Only—continue below
Bant Il Cerification and Aithentication — Practitioner PIN Method Only

25 Invite to e-sign




Step 7: After your Document is signed it CLICK the “download” button on the top right.

% | @ 1A Johnson sted Accc % | [ MetClient CS > Document Manac X S Final Action Item (2)pdf - Ade x

acrobat.adobe.com

Convert  E-Sign - urfiles / US Final Action It.. POF ~ Q ownload ) & [ Getinsights
_ downied

JCHOWTO 041772025 1121 Al

-n 8879 IRS e-file Signature Authorization

(Rew_January 2021)

— % ERO must obtain and retain completed Form 8879.
Vet pvee Scs . # Go lo www.irs.gowFormg879 for the latest information.

Submission Identification Number (SID) ’

a— Social securky marer

HowTo JAJC 670-08-1234

Spousers rame Spousa’s social secusity mumber

Part | Tax Return Information — Tax Year Ending December 31, 2024 (Enter year you are authorizing.)

Enter whole dollars only on ines 1 through 5.

Note: Form 1040-SS filers use line 4 only. Leave lines 1, 2. 3, and 5 blank
1 Adusted gross income . R . . . 1
2 Totl tax
3 Federal income lax withheld from Form(s) W-2 and Formis) 1099

Step 8: Now that you have downloaded your signed document it is time to upload it to the portal. Navigate back
to the home screen of your portal.

J.A. Johnson & Co., P.C.

1016 Rosser St. NW, Conyers, GA 30012
770-278-0707

- = .
222 Home @ Messages

Documents _‘] ,‘_,J j

Y File Exchange Remove

{1 JAIC, HowTa

Name Size

L3 Miscellaneous

.3 Signed Forms

. Source Doamcms\

Step 9: Click the “File Exchange" button, then the Folder labeled “Signed Forms™.

1 Step 10: Next click the icon that
B says “Upload”.

222 Home @® Messages

& NetClient CS # / Signed Forms

Documents D _3,] @ ’ x

2% Fi
vl File Exchange Home Up Remove Upload

[Z] JAJC, HowTo
O Name




Filename

Drag files here.

. Add files » Start upload

22 Choose from Dropbox

Step 11: Click the “Add files” button in the bottom left corner.

Status

Step 12: Navigate the file explorer page that pops up by clicking “downloads on the far left and selecting the

file you downloaded from adobe. Then click Open.

L > Downloads

Organize ~ New folder

> [ OneDrive - Perst Name
< Today
US Final Action Item (2)

B Desktop

< Yesterday
- Downloads
= e B® Action ltems

E Documents

A Pictures how-to-create-an-account-to-access

File name: [US Final Action ltem (2)

how-to-create-an-accou nt-to-access-you...

Date rnrjdiﬁéd

4/29/2025 10:39 AM Adobe Acrobat D...

2025 4:42 PM Compressed (zipp...

Adobe Acrobat D...

e Acrobat N

Upload from maobile | ‘

Cancel




Step 13: Then click the “Start upload” button!

Filename

US Final Action Item (2).pdf

) Addfiles | 4 Start upload

23 Choose from Dropbox

You have now signed and Uploaded your Document! Repeat this process for your State tax return(s).



