
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. 

 
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. 
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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. 

 
 

 
 

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

 

 
 

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 

 

  
 

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

 
  
 
 
 
 
 
 
 

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

 

  



 
 
 
 

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

 

   
 
 

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

 
 

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

 
 

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

 

  
 

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

 
 

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

  
 

20. Once the files have been uploaded you should see files listed similar to below.   

  
 

21. After all the files are listed click on Home. 
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22. Back at the home screen click on Enter Tax Information 
 

  
 

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 

 

 
 

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

 

 
 
 

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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