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Set up your account using your e-mail address. An email will be 
sent to this address with a unique link that is good for 24 hours. 
Upon clicking on the link, you will create a password. Please note 
that your password must be a minimum of 8 characters and 
contain at least one number (0-9), at least one letter (a-z) and at 
least one symbol (!@#$%&*).

You’ll find a Need Help? 
button at the bottom 
right of every page with 
options for Live Chat, the 
E-file Support page, a 
short list of FAQs and a 
link to submit a Help 
Ticket.  

You can now use our cloud-based e-file site to prepare, print, mail 
and e-file your 1099s, W-2s and ACAs for your taxes. 

On your first visit to the site, you will need to create an account. Click on 
the CREATE AN ACCOUNT button.

On subsequent return visits you will simply log in with your e-mail and 
the password you created on your first visit. Enter these in the Login 
box shown on the first screen.

You will also find tabs at the top of the page with helpful information 
including How It Works, Forms and Fees and where you can find Help.



One last thing… make sure your e-mail address is correct. That’s what we use to 
contact you.

When you click on FINISH SETUP in the email, you will enter a password to 
complete the set up and then log in.



Throughout the e-file process, you will return to My Dashboard to Manage Payers and 
Recipients, add to or work on your Forms in Progress and check the status of forms in 
the Summary.

After you create your account, you’ll be taken to 
My Dashboard. You’ll find a number of options:

• The summary offers a quick snapshot of the 
status of your forms.

• You can view Payers and Recipients
• You can get started Filing Forms.

There are multiple ways to get to every item! 
Either by clicking on the tab on the left or by 
clicking on items displayed on your dashboard.

The Import My Forms and Connect to Software
options offer a quicker way for those with data 
ready for a larger number of forms. Here you can 
upload data from software programs like 
QuickBooks and others. You can also download our 
excel template for entering data, which you can 
then upload to instantly populate the forms. You 
can also use our excel template as a guide for 
mapping data from your software program to the 
template format.  

See more about import on the next page.



When you click on the Import section of the previous 
screen it will bring you to the customizable Upload 
Forms Options page.

In the Download and Import section you can download 
our Excel Template and watch the tutorial video. When 
your excel spreadsheet is ready, proceed to Step 2 to 
import the data and populate your forms.

If you’re using the QuickBooks Pro desktop software to 
pay 1099 Contractors you can download a plug-in to 
enable the import of that data. There’s a tutorial video as 
well as a link to a plug-in Installation Guide.

In the Connect section you’ll find popular online 
accounting applications that are integrated with the e-
file site. Each has a tutorial video that will guide you 
through the steps to connect and import the data to 
automatically populate your forms. 



Whether you manually entered the data or used an Import option, 
you will next go to our Forms In Progress page. 

You can sort your forms by selecting different types of forms and 
different payers.  You then select the forms you are ready to file by 
checking the Select boxes in the left-hand column. Don’t forget 
that if you have a large number of forms, they may not all be shown 
here. 

Once the forms are selected, you then Select a Filing Option in the 
lower right-hand corner and then click Add to Cart.

You can also obtain a Print Preview so you can see exactly what the 
forms will look like when they are printed. 

Need to edit a form or what to review in an excel format? Simply 
select the forms and Bulk Edit button.

You can also Generate Totals Report and a Summary Report 
before adding the forms to your cart by selecting the Reports Tab
on the left side of the screen.



You’ll now be taken to your Cart page. Here you will see the 
Filing Fee for each and the Total Amount in the Order 
Summary.

Take note of the instructions at the top and if all is in order 
click Proceed to Checkout. 



Before your final checkout we will want to gather 
a little more information from you including your 
name, company name, address, phone and credit 
card information. 



One last thing… you’ll be asked to 
confirm your checkout. This is your 
opportunity to look over the fees and 
discounts before checking out. Select the 
Place Order button and you’re done! 

Click Submit and we take care of it
When you click “Submit” on the Affidavit 
page you give us permission to e-file your 
forms with the government on your 
behalf. We calculate and file your 1096 or 
W-3 Summary form with the IRS. 


