Outline of Tax Preparation Using Scanned Documents/Customer Portal

Preparer (person doing the scanning) must see a signed 14446
o Verify that taxpayer(s) understand how the return will be prepared
o Verify signature(s) granting consent to Scan Service Delivery Option
Prepare the TSO Scans folder in the Chromebook Downloads folder (one time task, see Tip Sheet #07)
o Open Files on target Chromebook
o Open Downloads Folder
=  Three vertical dots
= New Folder — TSO Scans (Scanner software defaults to this folder)
Scan the documents with approved program scanner (See Tip Sheet #08)
o Open iPrint&Scan software — Select Scan
= Scan in Color Fast produces smallest file. Zoom to view 300%+/-
o Scan documents in Data Entry Order — May need to divide into sets
= Scan limit for TSO Scanned Documents is 5 MB per individual scan; 25 MB total.
= Use Adobe.com Compression App to compress large pdf files. (See Tip Sheet #11)
o When done with a set, click “Done”
= (Click on Share Link (three linked dots in lower right corner)
= Share as PDF
= Save to Files (may have to select TSO Scans folder 1 time)
= Default name format will be Scandatetime.pdf — not helpful!
= Name the scan to identify documents- taxpayer/type, then Save
o NameMalninfo.pdf
e Namelncome.pdf
e NameDeductions.pdf
e NameOtherTaxes.pdf
e NamePayments.pdf
e NameMiscForms.pdf
e NameOregon.pdf
= The Chromebook is a VERY TEMPORARY place to store scans of taxpayer documents —
they must be moved to TSO Scanned Documents ASAP
Begin the return (must be started to make TSO Scanned Documents available — See Tip Sheet #12)
o Enter primary SSN and Filing Status
o Enter all required information on Main Information page
= Name (S) Names (MFJ)
=SSN of spouse; DOB; Address, City, State ZIP
= Telephone Number
= E-mail address (now entered on Main Information screen)
= (Click Continue to save main information — may have to enter dependent information.
Open the Scanned Documents folder
o From TSO Left Navigation Bar (Tree) select Scanned Documents
= Scanned Documents opens in a new window
= This link is also available on e-file Submission Page and in Tools in Client List



o Navigate to Chromebook TSO Scans folder and copy/paste or drag and drop all scanned files to
the TSO Scanned Documents folder in the new window
Verify that all documents are complete and readable
Delete all Scans from TSO Scans folder so the folder is “Clean” for the next taxpayer’s
document scans. If you fail to do so, taxpayer “A” data will wind up in taxpayer “B” TSO Scan
Documents (See Tip Sheet #13)

o Note: The system saves a hidden copy of the scan with the default scanner name which
includes date and time ScanXXXXXXX.pdf regardless of the name you assign to each scan
when saving it to the TSO Scans folder, Delete hidden copies of scans at least twice a week.
(See Tip Sheet #14)

=  Chromebook “Files”

= 3 Vertical dots — “More”

=  “Show all Play folders” is checked

= “Search” “scan”

= “Select” all files with “scanxxxxxxxx.pdf” Do not select for deletion any folders

=  “Trash icon will appear in upper right corner, click to delete selected hidden files

o Note: TSO will delete the contents of Scanned Documents in November.

Preparer can now open return, has access to Scanned Documents and prepare the return (See Tip
Sheet #16). If the preparer is someone other than the one that started the return and Preparer Setup
includes “Can Only See Own Returns” (as it should) the LC will need to assign the return to the
preparer. (See Tip Sheet #19)

If you plan to use the Customer Portal to give the taxpayer access to Scanned Documents and
Electronic signature(s) (No Visit/One Visit Scan) you will also need to use the TSO menu to send a link
for the taxpayer to complete their TSO Customer Portal account. (See Tip Sheet #17)

Their login process is the same as any preparer’s user account, including unique name, strong
password and Multi-Factor Authentication. Taxpayers do not have access to TSO software. TSO uses
Main Information from the return including primary last name, last four digits of SSN, telephone and e-
mail to validate the account. MFA is by text if telephone is text capable and/or e-mail. (See Tip Sheet
#18)

A Chat feature is available within the return and/or Customer Portal for follow-up communication with
the taxpayer. It emulates e-mail in that the preparer and taxpayer do not have to be online at the
same time. If they are, the Chat is immediate. Otherwise, each will receive a notice of Message in the
Chat the next time they are in the return. (See Tip Sheet #20)

For No Site Visit and One Site Visit Models, a pdf copy of the return is provided to the taxpayer via
Scanned Documents. Thie review of the return with the taxpayer then is done via Google Meet. (See
Tip Sheet #21)

Taxpayers may sign via Electronic Signatures. Subsequent to signing, the preparer must provide a pdf
of the signed return via Scanned Documents prior to sending the e-file to the IRS. (See Tip Sheet #22)



