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Upload Tax Documents

To send GruntWorx tax documents for one of your clients, follow the following process

e Step 1: Click on the name of the client to modify or upload tax documentation for

e Step 2: Verify the Client Id matches the Id in your tax program.
e Step 3: Click on the Upload Files button

e Step 4: Click on the ‘Choose File’ button and select the tax documents to send to GruntWorx. Important Note: Files sent
to GruntWorx must be in either TIFF or PDF format

o Step 5: Once all files have been selected, click ‘Upload Documents’ button

e Step 6: Once all the files for this client have been uploaded to GruntWorx, give us the go ahead to process them by clicking
on the ‘Process Files’ button.

lllustrated Step-By-Step Process

(See Below)
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lllustrated Step-by-Step Process
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Step 2: Verify the Client

Id matches the Id in your
tax program.

Step 3: Click on the
Upload Files button

GruntWeorx
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Client Details  Jonathan A Adams [ MANAGE CLIENT ACCOUNT v]

VERIFY: Does this Id match the

Daoue s client's Id in your tax program?

2012 Documents | Job status: Not Started

Source Files Processed Files [ DOVINLOAD GRUNTWORX AGENT ] [ REFRESH PAGE ] | + UPLOAD FILES |

o o T L5 Lo

Added by Firm

i 003-45-5788tein.pdf ':‘:-:' Not Submitted 882012 - x

PROCESS FILES...

Frequently Asked Questions | Contact Support | Help © 2013 GruntWore, LLC. All Rights Reserved Privacy Pelicy | About Us




GruntWorx

Step 4: Click on the
‘Choose File’ button and
select the tax documents to
send to GruntWorx.

Important Note: Files sent to
GruntWorx must be in either
TIFF or PDF format

Step 5: Once all files have
been selected, click ‘Upload
Documents’ button.

Upload Documents

Select PDFs to Upload

Choosze File @Mo file chozen

Mo file chogen
Mo file chogen
Mo file chogen
Mo file chogen

Maximum 10 files per client

it
i

Helpful Tip: Create a folder
called ‘GruntWorx’ on your local
system and put all of your
scanned tax documents in that
folder.
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Step 6: Once all the files for this

. — Welcome: John Morganti (Sign-Out) Dashboard User Settings Admin Settings
client have been uploaded to
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Congratulations! Your customer files are now being processed by GruntWorx.



