Tax Onboarding Guide
FILING YOUR TAX RETURN 
Done with you
To have services done with you, you will need to complete the following steps but instead of making a follow up appointment, your appointment will need to be a service appointment which during this time is when we will prepare the return together until the return is submitted and approved by the IRS.
Done for You
To have services done for you, you will need to complete the following steps.
For every return you will need to complete the following steps to get started. After setting up your client portal and uploading your documents, you will be instructed for further instructions depending on how you wish to receive services. Be sure to complete steps 1-4 before moving on to the next steps. If you have any questions or have an issue, please do note hesitate to reach out to one of our professionals for further assistance.
1. Download the TaxesToGo app by clicking 
https://taxestogo.com/App/Download/78606
Or by visiting our website
https://www.opulent-financial.com/ 
and clicking 
a. Services
b. Tax Services
c. TaxesToGo Button	
2. After setting up your client portal, by inputting your information into the TacesToGo app, you will need to download our tax onboarding documents to fill out and sign. You can find thses documents on our website and clicking
a. Services
b. Tax Services
c. Onboarding Forms
If the option to sign the documents is not available when filling them out, you can use the following websites to sign your documents.
a. Sejda helps with your PDF tasks
b. Docusign | #1 in Electronic Signature and Intelligent Agreement Management
        3.   Once you or your client has completed and signed your documents you can upload them to your clients portal by following the steps below.
Adding docs by a tax pro:
Go to your returns and click on the clients name. Once you have their return open you can click your
a. Sign into the TaxesToGo app by using your username and password.
b. Click add documents (second to left tab). Select what type of document you are submitting and continue to upload. Be sure to add identification for all adults listed on the tax return and social security cards (or other identification) for dependents. Add any proof of income, credits, deductions related to your return. Also add any other documents you received from the IRS or related to your return. For a complete list of documents you may need to add depending on your situation please visit our website.
c. After submitting your documents please continue by clicking the tax returns button at the bottom left of the main menu. Once on that screen you will see the status of your tax reutrn. If it says “Let’s get started collecting important....” You will need to click the blue continue button and follow instructions how to upload your identification document and tax information.
4. After you have uploaded all the information, you will be given an access code to send to your tax preparer. Once your preparer has your access code they will begin working on your return. If all tax documents are uploaded and the return can be completed, the tax preparer will let you know when they’re done so you can schedule your quick follow up appointment to review, approve, and sign the return.



Follow-Up Appointment
 Once your return is completed you will need to make a follow up appointment to review your return. You can make this appointment by visiting our website and clicking on the appointments button (second to left button) at the top of the screen of our home page. This appointment will not take but about 15 minutes or less.
The time of your appointment will be your one and only chance to discuss your return before submission. Your preparer will need to ask certain questions to ensure they are doing their due diligence, so please be prepared to answer questions. If you have any questions regarding the return please make note of it and have it with you at the time of the appointment. Before the appointment you will need to review the return carefully. If you find a mistake or do not approve the return, please discuss the reason(s) why with your tax preparer until the issue(s) is/are resolved.  Once you have approved the return you will be ready to sign the return. Do not sign the return until you approve the return ready for submission. Once signed, your preparer will also sign the return. After both parties have signed the return it will be ready for submission. Before submitting the return, you will need to discuss payment options. If you are using refund transfer as your payment method then this does not apply to you. Once payment is received or other terms are discussed and agreed upon,, we will send you copies of all documents pertaining to your return and transmit the return. If the return is approved by the iRS then our work will be considered completed. If the return is rejected, then you will be notified within 24 hours and given the reject code and description statement. We will work together to resolve the error code and once changes are made, the return will be submitted again. 

File Your Own Return:
If you wish to file your own return uou will still need to start by completing all of the above steps. Once you step 4 and you have uploaded all of your documents, you will need to wait for your credentials to be able to sign into the software to start your return. Once you have your login information you may begin working on your return. Once you are finished you will need to submit it to be reviewed by a tax professional. After it is reviewed, if it is approved by a tax professional then they will send you the final copy to be signed and then it will be ready for submission.

***If you have any issues whatsoever please do not hesitate to reach out to one of our team members who will help assist you through the process. Please d=be aware that there is a technology fee for assistance in setting up online accounts. 
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