Uploading Documents
There are two ways you can upload # | ltems to Henssler

documents, both explained below. 5 iy asices B @w =2ls (=] X Fim:l:l
Documents Home Up Remp Upload Download All Delete Selected Showing 1 of 1
File Exchange (Preferred Method) @ File Exchange [ ey P e | Date Modified
This method notifies your Tax Consultant 38 s Corg, _ .
automatically when you upload files. # Doe, John # ] 2014vELetter_EV_Emiy.doc (20 155,00 KB 11412015 218 ...
[{Z] Smith, Jane o
* Click File Exchange in the side menu. b5 el
e Click the “Items To Henssler” folder. o binks
e Click the Upload button.
e A prompt will appear. Filename Size Status

2013 5500-19.pdf

Add Files

There are two ways to add files:
e Click the “Add Files” button.
e Drag items into the file upload area.

Delete Files from the Upload Area
* You can delete files added to the upload
area by clicking the minus sign nextto e

the file name.

@ Addfiles |\ Startupload |

Upload Your Files
e Click the Start upload button.
* Once complete, the prompt will go away
and your uploaded file will appear in the
list.

To access these files in the future:
e In File Exchange, go to the Items to
Henssler directory.
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This method notifies your Tax Consultant B

= My Invoices Tax Organizer @ Links
once you select “Send to Preparer.” D°°“’_‘"e”t5 ] : IRS Individual Refunds
& File Exchange 2 Georgia Individual Refund

[{Z] ABC Corp. Social Security
(&l Doe _Jghs
L] Smith, Jans [1 [ 7=x 0rg |

Last mudlfled 1162015 3:03 PM

Additionally, since you cannot specify a save
location with this method, files uploaded this
way will be stored in your Documents under
the account for Tax Organizer selected.

View all links

m Upload Tax Documents

Tax Organizer Index Uploaded Tax Documents

H B &, 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.

® On your Tax Portal homepage, click :
the Upload Tax Documents link. A

Send to Save & Close  Create PDF

e Click the Upload button. o\ Preparer ) 2 X T
o A prompt will appear. B A Refresh  Delete Selected I e ..=,.._!

e Adding files, deleting files from the @ Uploaded Tax Documents : :
. . . =] MName Size Date Modified
upload area and uploading are identical » 00 Letter _
to the preceding File Exchange method.

Notify Tax Consultant E Tax Organizer Index Uploaded Tax Documents

e Once all files are uploaded, click the | X A, After you have uploaded all tax documents. click Send to Preparer and MNetClient CS will make the files available
Send to Preparer button. m;to S”e&cme Create o to your tax preparer. Your preparer cannot access the documents until you click Send to Preparer.
Pr 3
= | % b4 Find: |
Last saved. 1/16/2015 303 PM Upload Refresh DSt Soirtd
Note: With this method, your Tax Consultant R Shoing 3ih3 HEve
. ! . @ Uploaded Tax Documents ) )
WILL NOT be notified until you click the Send =7 & | Hame e Hioamnd
3 etter -
to Preparer button.
To access these files in the future: Smith, Jane
Th.ere are two ways to access files uploaded oy veices . qil E W 2 — :
this way: Documents Ip Remove  Download Al Refresh . Showing 2 of 3 fems
e Click the Upload Tax Documents link on ; ——
P & FRe Ecionge Name Size Date Modified

the home page. Then click Uploaded Tax ¢ 1 gccon. 1

Documents to view a list of your files. & Doe_ John {£J TaxRetums
e In Documents, go to the account you @ Smith, Jane (1 [rexora] [F=

uploaded the file to and open the Tax e

Organizer directory. & Links
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