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Logln . _ BOULDER
From the Boulder CPA Group website (bouldercpagroup.com), click the Saset

Login button on the home page, or on any page. It will take you to a
secure login screen. Enter your Username and Password, and click the
Log In button. Your Username and Password should have been
generated after you received our welcome email with a link to Register
your account.

(Please contact us if you did not receive this email)

Also note the Portal FAQ link on the top Portal menu for more info. Welcome!
Boulder CPA Group has b & people achirve their financ: 1al goals since 1991, We specialize in taxation of small to medium skred

trise partnership.
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Portal Home Page

Once logged in, you will see the Portal home page. On the right side of
the page are helpful Links, Tasks, and News related to our office. There

may also be information about your Tax Organizer. s
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Quick Start Guide

File Exchange

The File Exchange feature allows you and Boulder CPA Group to easily
and securely upload and download files. Click one of the folders on the
right hand side to view and upload files. To transfer files to BCPAG, click
the “Information to CPA” folder and click the Upload icon. A new window
will appear. Click the Add files button and browse your computer files to
find the correct file(s). You may select multiple files at one time as well
as drag and drop files onto the open window. Once you have selected all
files, click the Start upload button. Your Tax Manager will automatically
get a notification of your uploaded files.

Tax Organizer

The Organizer allows you to enter information for Boulder CPA Group
in an efficient manner. If we completed your prior year tax returns, that
information will be pre-populated on the form, allowing you to easily
see changes and detect discrepancies or missed deductions. Click the
Save & Close button to save your information.
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This Tax Organizer is desipned 1o belp you gather the rax information needed 1w prepare your 2016
l income tax returm. To help you complete the organizer with minimal time and effort,
when available, you will find certain information from your 2015 personal income tax retum. We

+ I Payments i that you use the arganizer as a 1001 10 help you colleer your tax information, even if
yeu do not chease to fill it out. Ata you must the ire and

» & nooma return It to us along with your signed engagement letter, The Client Questionnaire aske ahout
pertinent tax jtems necessary for preparing the most scoursle tax retum possible. Please answer all

+ [ Ratraemont licable questions and attach a when y for edditional inf ion not

o provided in the Client Organizer.

+ ) Rorn. & Reyaity Ir your Tax Organizer, personal information _lu:l\u social security numbers, driver's license, and
bank account numbers have been replaced with asterisks (**=-==-1234) and (****1234) to protect

» 1) Foreign Bank & Assat your privacy. If you need 1w change or update this specific information, please contact this affice.

- Do not indicate the change on your Tax Organizer. When you receive your completed tax return(s),
+ O Educate please review all social security numbers and bank account information for sccuracy. New IRS

+ & Iemized Deductions

socurity standards require us to verify the bank account information you provide before filing your
tax returm.

v
el O ‘We will need coples of the following information along with your organizer:
+ 3 Taoms
- Forms W-2 for wages, salaries and tips.
v Credes - All Forms 1099 for inkerest, cividends, retirement, miscellancous income, Social Security, state
= wor local refumds, gambling winnings, ele.
» ) States - Brokersge statements showing investment tressctions for stocks, bonds, ele.
- Schedule K-1 from parinerships, S corporations, estates and trusts.
-8 spporting od expenses, ded or d including any Forms
e — B 1098-T, 1094-E, or 1099-Q.

- All Forms 1095-A. 1095-B, and/or 1095-C related 1o bealth care coverags or the Premium Tax

n Send to Preparer

Once finished uploading files and filling out the
Organizer, click the Send to Preparer button. :
This closes the Organizer and allows your Tax
Manager to view your material.

-

Send/to
Preparen

Please note: once you select the Send to Preparer button,
you will not be able to modify the organizer.

After sending the Organizer, if you have more documents to
send to your tax preparer, please use File Exchange (see #4).
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