WEB TAX ORGANIZER INSTRUCTIONS
Any questions please contact 616-784-4445 or cpas@miercpa.com

1. You will receive a email from us called 2014 Tax Organizer.

2. The email will look similar to below. You will first need to register your account to
access your tax organizer by clicking on the link in the email.

MIERENDORF & COMPANY, P.C.
4639 WEST RIVER DRIVE
COMSTOCK PARK, MI 49321
616-784-4445

JOHN & JANE DOE

8888 MAIN ST

MAIN. MI 49321

Dear JOHN & JANE:

Your personal 2014 Tax Organizer 1s ready! The Tax Organizer 15 designed to help vou conveniently gather the tax
mformation needed to prepare vour 2014 personal income tax refurn.

To acc z TAMHZET. vOou must first register your account here
ttps://secure netlinksolution. com/nextgen/®/user/registration/uid/31756 74/act key/91b3blea-9887-436c-bec3a-
44370b54c43/71e=1.

After you register vour account, you can log in here https://secure netlinksolution com/mextgen?firm=91413

To contact us regarding this message, please call us at 616-784-4445 or email us at
cpas{fimiercpa.com.

Thank you for the opportunity to serve you.
Sincerely,
MIERENDORF & COMPANY, P.C.

This electronic mail message contains confidential and legally privileged information mtended only for the use of the
recipient. If the reader of this message 1s not the intended recipient, the reader is hereby notified that any dissemination,
distribution. copying or other use of this message 1s strictly prohibited and 1s hereby instructed to notify the sender
immediately by return email and destroy this copy of this message.

3. After you click on the above link you will be brought to a screen that will prompt
you to enter in the last four digits of the primary taxpayer’s Social Security
Number. It will then prompt you for a User ID and a password. This information
has not already been created for you. You will need to create your own User ID
and password. After you have entered in the information, click on Register.

Welcome

JDOED1
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4. After you have registered you will be automatically redirected to the NetClient CS
web portal where you can access your tax organizer.

5. Before you enter in your tax information click on the Messages in the top left
corner of the screen.

6. Click on the message that prompts you to update your security questions.

£22 Home @ Message@

View All Messages

Documents : -
&) Please update you y Questions’
[ DOE J( ==

i Your personal Tax Organizer is ready!

7. After you click on the message you should see a message similar to the one
below. Click on the security questions link.

Messages

+ All Messages

g

Please update your security questions.

Sent: about 2 hours ago
To: JOHN & JANE DOE

To simplify future password resets, please select and answegf security guestions Ryr your account.

8. After you click on the security questions link you will be prompted to answer four
security questions. When you are done entering in your security questions click
on OK.
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9. Once you are done with your security questions you are now ready to begin
inputting your 2014 tax information. To start click on Enter Tax Information

Tax Organizer

Enter Tax Inforn

;_J

S
Siatuz: New

Last modified: 2/2/2015 2:00 PM

@

@ Upload Tax Documents

10.0n the left side of the screen you will see the Tax Organizer Index with pages of
the organizer under each tab.

Tax Organizer Index

X =
Send o Save & Cloze
Preparer

Last saved: 2/2/2015 2:00 PM

e Uploaded Tax Documents

~ [ Letter

3 Cover Letter

v [) Questionnaire

v [ Notes

v [ General

v [[) Elecironic Filing

v [) Payments

v ) Income

v [I) Retirement

v [ Educate

v [[) ltemized Deductions

v [) States

Add Forms

Create PDF

Each tab is easy to follow and easy to input current
year information.

If there are tabs that do not pertain to you, skip that
tab and move on to the next

You will also see the prior year information under
each tab. This should help you to know what tabs to
complete and which ones you do not have to fill out.

If you need to add additional information that is not
listed on the tabs, you can browse more forms under
the Add Forms at the bottom of the screen.

If you are unsure about a tab or have any questions,
you can put them under the notes tab or email or call
our office at 616-784-4445 or cpas@miercpa.com



Katie
Oval


11.Below you will see an example of entering in W-2 information under the income

tab.
a Employes's social sscurtty nurbsr Safe, accurats, =, Wigit the IRS websits at
999-12-1111 OME No. 15450008 FAST!Use 8+ file Jorrrrs
b Employer identification nurmbsr (ETM) 1 Wages, tips, other mmwmm
66-8888888 51,000.00 5,100.00
< Employer's name, addrees, and ZIP cods 3 Social sacurtty wages 4 Social sscunty tex withhald
MAIN STREET SCHOOL 52,100.00 2,188.20
5 Medicare wages and fips B Meadicars tax withhald
777 MAIN STREET £ 100.00 75545
MAIN MI 49321 7 Social security tips B Allocated tips
o Contral number a 10 Depsndant cars bansfitz
& Employssa's first nams ard inftial Last narma Suff.| 11 Monqualifisd plans !2& Sea instuctions for box 12
1D | 1,100.00
JANE DOE T e e =
8888 MAIN ST 0O 0O i
MAIN, MI 49321 T4 Other 1z |
3
(]
L
f Employes's addrees ard AP cods
15 Sige  Employer's state 1D numbse 16 State wages, tipe, elz. |17 State income tax 18 Local wages, tips, eto. | 19 Local income tax 20 Lecality name
M| 58-B38BE8E 51,000.00 2,800.00 51.000.00 500.00 GRA
|

Form W'

Statement

Wage and Tax

2014y

Copy B—To Ba Filed With Employee's FEDERAL Tax Return.
This infornation is being fumished to the Internal Revenue Serdos.

Tax Organizer Index

A o ™
Send fo Save & Close  Creafte PDF
Preparer

Last saved: 222015 2:00 PM
@ Uploaded Tax Documents

v@
+@
+@
v@
v @
+@
@

Letter
CQuestionnaire
Notes

General
Electronic Filing
Payments
Income

—, Salaries & Wages - DOE
-';J COMPANY, INC

£] Interest Income

£] Dividend Income

., Stocks and Securities (1099-B
ﬂ and 1099-5)

£] Other Income

£] Miscellaneous Income
» [) Retirement
» [) Educate
» [ Itemized Deductions

» [ states

Add Forms

Income > Salaries & Wages - DOE COMPANY, INC
YT
Local tax withheld (Box 19)

Mame of locality (Box 20) Gr Rapids

Wages and Salaries #2

Please provide all copies of Form W-2.

2014 Information

Taxpayer/Spouse (T, 5)

Employer name MAIN STREET SCHOOL

‘Were these wages earned for service as: (1=

Minister, 2 = Military, 3 = Farming / Fishing, 4 =
Mational Guard)

Mark if this your current employer
Federal wages and salaries (Box 1)

Federal tax withheld (Box 2)

Social security wages (If different than federal
wages)

Social security tax withheld (Box 4)
Medicare wages (If different than federal wages)
Medicare tax withheld {(Box 6)
55 fips (Box 7)
Allocated tips (Box 8)
Dependent care benefits (Box 10)
Box 13 -
Statutory employee
Retirement plan
Third-party sick pay
State postal code (Box 15)
State wages (If different than federal wages)
State tax withheld (Box 17)
Local wages (Box 18)
Local tax withheld (Box 19)

Mame of locality (Box 20) GEL

Departmant of the Treasury—Intemal Revenus Service

Prior Year
Information

[}

(B8]

?
MI

51,000

2,800
51,000
£00.00



12.1f there is information that you do not have this year, delete the information. See
below for an example.

Charitable Contributions

2014 Information

Contributions made by cash or check (including out-of-pocket expenses)
CHURCH

HILDEEN'S FOUNDATIO!

3,120

13.When you are done entering your tax information click on Save & Close

Tax Organizer index

A k)

Send to Save & Close
Preparer

>

Create PDF

14.The following dialog box will appear, click on Save & Close

Save & Close Confirmation ) 4

You have chosen not to send your Tax Organizer data to the preparer.

You must click Send to Preparer if you want this information to be
retrieved by the preparer.

[ Send to Preparer ] [ Cancel @

15.Now it is time to upload your source documents. First click on Upload Tax
Documents

A k) ]

Send fo Save & Cloze Create PDF
Preparer

Last saved: 2/2/2015 3:03 PM

@@ Uploaded Tax Documents
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16. Scan in your tax documents and save them on your computer or external hard
drive. Once the documents are saved, click on Upload

Uploaded Tax Documents

5\ @ P 4

Upload Refresh

17. After you click on upload the below dialog box will appear. Click on Add files.

Uploacd

Filename Size Status

lles ) ¢ Start uploa o 0%
2 Add fil Start upload b

18.Double click on the file you want to add. To add additional files click on Add
files again and repeat. See below for an example.

(=2 Select filels) to upload by securenetlinksolution.carm (===
Look in: [ [ 2014 TAX INFORMATION =~ © @ &= m- x | = irs.gov | = #taxidocuments F20651
I Marne - Date madified Type

= 2
Heg;ﬁ:\ages 792014 1098 Mortgage 13/10/12 1,28 PM Adobe Ac ] InPayroll Payroll Payrall ... I S R =~

12014 1099 Interest 13/10/12 131 PM  Adobe Ac

" - 12014 Donations 13/10/12 128 PM__ Adobe Ac

Desktop 32014 Tuition 1098 forms 12/10/17 127 PM Adobe Ac

Ti2014wr-3's 12/10/12 1:26 PM Adobe Ac

Libraries

L]

Computer
e

Metwork

»

< |

|
File name |2014 Donations =] Open |
Files of type: [ Files 7 | Cancel
Upload *
Filename Size Status
2014 W-2's.pdf 400 KB e ~
2014 1099 Interest.pdf 146 KB (=]
546 KB 0%

@ Add files || 4 Start upload



Katie
Oval

Katie
Oval


19.When all the files are added click on Start upload.

Upload x
Filename Size Status

2014 W-2's.pdf 400 KB 0% @ 2
2014 1099 Interest.pdf 1456 KB 0% @

2014 Donations.pdf 124 KB % 8

2014 Tuition 1099 forms.pdf 307 KB 0% @

2014 1098 Mortgage.pdf 153 KB 0% @ |
| Add files ' 1 MB 0%

43

20.0nce the files have been uploaded you should see files listed similar to below.

Uploaded Tax Documents

/0, After you have uploaded all tax documents, click Send to Preparer and NetClient CS will make the
files available to your tax preparer. Your preparer cannot access the documents until you click Send to

Preparer.
] 2 X Find:
Upload Refresh Delete Selected . R
.:|'C'|.‘t'l'£ < O 2 Ikems

] | Name Size Date Modified

[ D 2014 W-2's_pdf 399.8. 21212015 4:02
[ D 2014 1098 Mortgage. pdf 152.5. 21212015 4:02
[ D 2014 1099 Interest pdf 145.6. 21212015 4:02
[ D 2014 Donations.pdf 123.8. 21212015 4:02
[ D 2014 Tuition 1099 forms.pdf 307.1.. 21212015 403

21. After all the files are listed click on Home.

Tax Organizer Index
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22.Back at the home screen click on Enter Tax Information

Tax Organizer g

ending
Last medified: 2/2/2015 3:03 PM

IE Upload Tax Documents

23.Now you are ready to send your completed tax organizer and source documents
to our office. To do this simply click on Send to Preparer

Tax Organizer Index

H B

Save & Close Create PDF

24. After you click on Send to Preparer the following dialog box will appear. Click on
OK

Send to Preparer Confirmation x

Thank you for completing your Tax Crganizer. We will gather this
information and get back to you if we need anymaore information.

If you need to enter more information please click Cancel.

Cancel m

25. After the information has been sent we will receive a confirmation email that your
web organizer has been completed and ready for us to retrieve.

If you have any questions regarding the web organizer please do not hesitate to
contact our office at 616-784-4445 or cpas@miercpa.com.
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