Reviewing Your Tax Return In Your Portal
1. Go to our website www.franklinincpa.com and click on the link at the bottom left of the screen for
Client Connect.
a. This link will take you to the login screen of our secure portal software.

2. Next you will need to enter your user name and password and hit log in.
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3. Before we begin, I would like to go over the basic layout of your portal. When you first log on to your
portal, the screen that appears is called your home screen. From here you will be able to see all of the
different tools that you have to choose from.
a. The left hand side of your home screen is basically your navigation toolbar. From here, you will
be able to send us documents, fill out your client organizer, and view documents that are saved to
your portal. In the navigation toolbar, you will see up to three types of tabs to choose from.
i. The first is the applications tab. The applications tab houses our bookkeeping software
for businesses. You may or may not see this tab, depending on if you have a business
that is using our bookkeeping software.
ii. The second tab called File Exchange is a tool that allows you to send documents back and
forth between our office and your computer.
iii. The final tab is a folder that has your name on it. As you can see in this example, the
folder is labeled Demo Client Portal. Your name will appear on this folder in your portal.
This folder is where we will save your tax returns, tax source documents, your client
organizer, and other tax and accounting documents. Note: if you have a business, your
business’s tax and accounting documents will be saved under a separate folder with your
business’s name on it.
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b. The middle part of your home screen is just a short cut option for accessing your client organizer
and/or bookkeeping software.
i. You may or may not see these options depending on if you use these tools.

c. Finally, on the top of your home screen, you will see another toolbar that has four different
menus to choose from.
i. The first is the Home menu. Clicking on this menu, will take you back to your home
screen.
ii. The second menu is the messages menu. This menu will notify you when a new
document has been uploaded to your portal and when you need to change passwords etc.
iii. The third menu will display your name on it. This is where you will edit your account
and password information, as well as log out of your portal.
iv. The final menu is a help menu, for any trouble shooting that you might have when using
your portal.
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4. To review your tax return, you will need to click on the folder in the navigation toolbar that says your
name.
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5. Next you will want to click on the folder that says tax returns.

6. Then click on the year.
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7. You will then want to click on your return in order to download it for review purposes.
a. Once you have reviewed your return and are ready for us to submit your return to the IRS, you
will need to exit out of your tax return and sign your 8879s.

8. To view and download your 8879s, click on the folder that says Action items.
a. This folder is saved under the folder with your name on it in the navigation toolbar.

6

9. Next you will click on the link for your 8879s. You will than want to print them out and sign them.
Make sure you print out and sign both the Federal and state 8879 forms. Be sure you sign your
8879s the same way your name appears on the forms. Once you have signed your 8879s, you will
need to return them to our office so we can finish processing your return. Please return them to our
office within 3 business days from the date on the 8879 forms.
a. You can return them to us by:
i. dropping them off at our office
ii. emailing them
iii. faxing them
iv. scanning them to your portal
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10. If you wish to scan your 8879s and upload them to your portal, please see the next few steps for doing
so.
a. After you have scanned and saved your 8879s to your computer, click on File exchange in the
navigation toolbar.
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b. Click on the actionable items folder.

c. Click on upload.
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d. Click on add files.

e. Next, you will need to find the file your 8879s are saved under. Click on that file and hit open.
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f. Finally hit start upload. Once the upload is complete, your 8879s will be available for us to
access.

11. Once you are finished, click the menu at the top right of your screen that says your name and then hit log
out.
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