Guide: Using the Portal
Check your email
Once you have been added to the portal system, you will receive an email notification with a link to the secure portal.

1. Your username is your email address
2. You will create a password during your first login


First Login
Since this is your first login you will enter your email and create a password (Should you forget your password in the future, please contact us and we can re-set it for you).
1. Enter your email address
2. You will need to create a password.  Click on “Need a Password or Forgot a Password”
3. When prompted create a password following the required guidelines
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Login
1. Enter your email address
2. Enter the password you created, click “Login”
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Home Screen
This is your main screen after logging into your portal account
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Documents from Laser 1040
This is where you can access your documents from Laser 1040
Ex: 	Tax Return Documents, Signature Documents

1. Click on the document you would like to open
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Send Questions/Notes/Attachments

You can send questions to us through the portal

1. Click “Compose Message” 
2. The message screen will come up, compose your message here
3. Click “send”
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Upload Documents to Laser 1040

Uploading a file is taking a file from your personal computer and putting it onto the portal

1. To upload a file, click and hold the file on your personal computer and drag it into the box labeled “Drop files here”
2. You may add a description if you choose
3. Click “upload” 
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Check Status of My Return

This screen will show the status of your Tax Return
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Update My Address/Email/Phone/Password

1. Use this screen to update us on any address, email or phone changes
2. You can also change your password on this page, click “Change Password”
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E-sign on the Portal

1. Click on “Documents from Laser 1040”, it will have (E-sign required) next to it
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2. Click “E-sign required”
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3. Enter required information, then click “E-Sign Client/Spouse”
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How to pay on the ATOM portal
Open “Documents from Laser 1040” from the main menu
1. Click the amount in the green box under “Account Balance”
2. [bookmark: _GoBack]On the next screen click “Pay with credit card”, fill in your credit card information. When completed click “Send Payment”  
3.  If you would like a hard copy of your statement, click “Statement” and then print
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