Franklin County Area Tax Bureau

Authorizing Tax Preparer Access

1. Ataxpayer needs to authorize a tax preparer to access their account if they would link a tax
preparer to complete/submit a form or forms on their behalf. To ensure your confidentiality, this
authorization needs to be granted every year.

2. Fromyour Dashboard, click on “Authorizations” at the top of the screen.
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3. Once the Authorization link has been clicked, you will get the screen below. From here, select
“Add Tax Preparer” on the right side of the screen.
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4. After clicking the “Add Tax Preparer” link, you will see the screen below. Make sure you enter the
Tax Year that you would like the tax preparer to have access to. Then on the dropdown menu,
select the tax preparer and click on “Add.” Note that the tax preparer must have requested that
they be set up for this feature. If you do not see them on the list, that means that they have not
requested to be an option for taxpayers to select.
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5. Ifyou have successfully added the tax preparer, you will see the screen below. Again, please
confirm that you have provided access to the appropriate tax year.
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6. Note thatyou are also able to delete a tax preparer if that becomes necessary.



