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Welcome

Thank you for choosing CrossLink Online as
your preferred tax preparation solution.

CrossLink Online is a powerful online professional tax
solution that scales with your business and is designed to
support tax offices of all types and sizes.

This guide introduces the CrossLink Online tax software
and will help you learn to use CrossLink Online to its
fullest. Let's get started!

What type of CrossLink Online user are you?

Single / Multi-office
You own an EFIN and prepare tax returns yourself, or
you have multiple EFINs with a team of tax preparers.

Service Bureau / Reseller
You support and service other tax businesses and
franchises, and may have a tax business yourself.

As you use this guide, you'll find information that only
pertains to certain types of users.

Please note the information that may apply to your
particular type of setup.



Quick steps to get started with CrossLink Online:

o Open account creation email
You'll receive an email confirming the account has been
created. This email will also display your username to
log in to CrossLinkOnline.com and an activation link to
set your password.

o Add EFIN on CrossLinkTax.com
Log into your account CrossLinkTax.com and go to
Office Management > Bank enrollment. Add your EFIN
and, if desired, you can also submit the EFIN to an
approved financial institution (SBPTG, Republic, Refund
Advantage or Refundo) in order to offer bank products
to your customers.

0 Log into CrossLinkOnline.com

Log in to CrossLinkOnline.com and start setting up your
tax business for the tax season.

o Create your office and assign a license

Click Create an Office to add your office for use with
CrossLink Online. Once created, go to Manage Account >
Manage Licensing and assign the office a license.

o Complete the setup for the office

Click View to access the office dashboard and complete
the required setup. You can also add a payment method in
the Wallet to cover certain software-related fees.

We’'ll cover each of these steps in detail next.



Steps to get started

Complete the following steps in order to start using
CrossLink Online.

Step 1: Open account creation email

1. Look for an activation email from CrossLink Support
with the subject line “New Account Email”.

2. Note the username in the email.

You will use this username to log in to CrossLink Online.

; CROSSLINK®
< Professional Tax Solutions

Crosslink Online

Congratulations!

Your online tax solution provides you with a supg
grows with your business

Your account has been created and your usen

Please click below to activate your account:

Activate Link

If you need any assistance during your activation process please do not
hesitate to contact Technical Support at (833) 783-4253

Google Chrome is the recommended browser for use with this software.

Thank You
Your Support Team

3. Click the blue Activate Link button in the activation
email.

4. You will be prompted to create a password for your



Steps to get started

Step 2: Add EFIN(s) on CrossLinkTax.com

1. Log into your account on CrossLinkTax.com

Learn more about logging in to CrossLinkTax.com in
Additional Info and Help.

2. Go to Office Management > Bank Enrollment

3. If this is the first time you are using the EFIN, click

Add EFIN to begin

If you added the EFIN last tax year, click the Unsubmitted
EFIN record below the desired bank column instead.

Manage Bank Enrollment

Add New Use

=RO/EFIN Forms

Jump to Prior Year

Once you click to add or edit your EFIN, you may choose to
continue with bank enrollment if you plan on providing bank
products at your tax office.

Learn more about bank products in Enrolling EFINs with a bank.


http://crosslinktax.com/

Once you click to add or edit your EFIN, you may choose to
continue with bank enrollment if you plan on providing bank
products at your tax office.

Learn more about bank products in Enrolling EFINs with a bank.

Step 2: Open account creation email

1. Look for an activation email from CrossLink Support
with the subject line “New Account Email”.

2. Note the username in the email.

You will use this username to log in to CrossLink Online.

© CROSSLINK:
O Professional Tax Solutions

Crosslink Online

Congratulations!

Your online tax solution provides you with a supg
grows with your business.

Your account has been created and your usen

Please click below to activate your account:

Activate Link

If you need any assistance during your activation process please do not
hesitate to contact Technical Support at (833) 783-4253

Google Chrome is the recommended browser for use with this software.

Thank You
Your Support Team

3. Click the blue Activate Link button in the activation
email.

4. You will be prompted to create a password for your
username.



Step 3: Log in to CrossLinkOnline.com

1. Open your Google Chrome browser and go to
CrossLinkOnline.com.

2. Type your username and password.

Your usermname is sent to you by email. Look for an email from
CrossLink Support with the subject “New Account Email”.

Your password is created using the Activate Link button
found in the email referenced above.

3. Verify your account with multifactor authentication.

You can choose to enter a code using an App (Google
Authenticator) or receive a code via your email address.

We need to verify your account:

ﬂ ) Enter a code from an App

Get a code emailed to:
P
[~

® g ******* am@crosslinktax.com

Learn more about logging in to CrossLink Online and multifactor

authentication in Additional Info and Help.



https://www.crosslinkonline.com/

Step 4: Create your office

1.

Click the Create New Office button to get started.

Create New Office

2. Enter the Administrator Credentials

4,

The first step to creating an office is entering the office’s
administrator information. In most cases, the person that
owns the EFIN for the office will also be the administrator and
will receive an email to login with their username as soon as
of the new office is created.

Single / Multi-office

If you are the owner of the EFIN, you may enter
yourself as the office administrator as well. Doing
so will mean that you have more than one
username to log in to CrossLinkOnline.com (the
Franchise Main username for creating offices, and
an Office Owner username for administration of the
office you are adding).

. Enter the Office Info

Enter the office’s name, address and EFIN information. Click
Create (topright) when finished.

Click View next to the new office to access and
complete the office’s setup.

You may need to activate the office’s license before you can
view the office. Go to Account Settings > Manage Licenses to
activate the office’s license. Additional can information found

in Office Setup.



Step 5: Complete the setup for the office

1. While viewing the new office’s Dashboard, click the
Complete Setup button

Welcome! Please complete the required info

for filing. Gl

Complete Setup

You can also click Office Settings in the navigation menu to
access these setup options.

2. Complete the Required for Filing setup areas

O Account Settings - Accoun t
-3

~ Required for Filing
~ Office

+Preparer

»Billing

~ Extended Setup
EFiling

ERO Office Info

Office Name

YOUR TAX OFFICE
Office Address

123 FAKE ST
City

SEATTLE

Use the menu on the left to complete all the Required for
Filing setup areas. If desired, you can also review the
Extended Setup areas for additional program options.

Click Close (top-right) or Finish (on last page) to close Office
Settings.

. Click the Profile menu and the click Wallet setup

Use the wallet to save a payment method that will be used to
cover certain softwarerelated fees.

Service Bureau / Reseller
Completing office setup is typically left to the Office
Owner. These steps may not apply to you.



Navigating CrossLink Online

Learn about the different areas of CrossLink Online and how
you can navigate your way around the software.

CrossLink Online dashboard

Create New Office

There are no Offices

Add New Office

w
o
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w
o
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o
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Tax Year Version here

The dashboard acts as your home page to CrossLink
Online and provides access to different areas and
functions depending on your access level.

Important areas of the dashboard
1. Navigation trail

2. Navigation menu

3. Search

4. Profile menu

Learn how to view the dashboard of a sub-user next.



View other dashboards

GILBERT BENVISTE
ﬂ Help Tax Year 2020

Add New Widget

Tax Returns

Recently Viewed Offices

ERO
NAME LOCATION STAFF RETURNS AVERAGE OFFICE TYPE SIGNATURE

YOURTAX 123 FAKE ST, 5 54 10 TRANSMIT SIGNED
OFFICE SEATTLE, WA OFFICE

Use the View button to view and modify information
for sub-accounts, offices, preparers and even tax returns.

Keep in mind that your access level plays a critical role in
determining the dashboards that you can view/access.

For example...

Let’'s say a multi-office owner wants to view the tax returns
created by a tax preparer. Here’s how the View button can
be used to navigate to a preparer’s tax returns:

1. While viewing your Offices, click the View button next
to the office to which the tax preparer is assigned. The
selected office’s dashboard will display on screen.

. . Create New
Recently Viewed Offices
ERO
NAME LOCATION STAFF RETURNS AVERAGE OFFICE TYPE SIGNATURE
YOUR TAX 123 FAKE ST, 5 54 10 TRANSMIT SIGNED
OFFICE SEATTLE, WA OFFICE

2. Click Preparers, and then click the View button next to
desired tax preparer. The selected tax preparer’s
dashboard will display.

FREPARER NAME ¥ REJECTS v RETURNS

BERT BEN

10



3. Click Tax Returns to list the tax returns created by the
selected tax preparer.

GILBERT BENVISTE _,
B Help Tax Vear 2020
Tax Returns H
All Returns ~
E
[ =] TAXPAYER NAME SOCIAL SECURITY NUMBER DATE CREATED A RETURN STATUS »
% vzl daled 2 LAST, FIRST XRXKx-5555 10/25/2021 EF Return
E‘ Reporting v
J LAST, FIRST XXXHX-6666 10/23/2021 EF Return
&3 Payments
NAME, NO 00eX-4544 10/11/2021 Paper Return
BEN, GILBERT X0xx-4444 10/05/2021 EF Return Open

In the example above, the owner used the View buttons to
navigate from their dashboard --> to the office’s
dashboard --> to the preparer’s dashboard.

Keep track of which dashboard you are viewing

Exit To My Dashboard / Office 40 / Preparer BERT BEN

CrROSSLIMNE

Figlesieonal Tan Soslipn

As you use the View button to access sub-user data, a
navigation trail will appear on the top-left of CrossLink
Online to help you keep track of which dashboard you are
currently viewing. You can also click this navigation trail to
go back and return to your dashboard.



Navigation menu

The navigation menu provides access to helpful areas and
tools, and is used by office managers and tax preparers
alike. The options that are visible in the navigation menu
will depend on the dashboard you are viewing and your
access level (based off how the username was created).

For example...

Note the different navigation menus when logging in with a
‘Franchise main’ username vs a 'Tax preparer’ username.

Franchise main Tax preparer

CROSSLINK @cSnoss

Professional Tax Solutions

Dashboard

X

Dashboard

Tax Returns

Accounts

Calendar
Offices

Secure Messages
Tax Returns

Checks

Secure Messages

Refund Calculator

Reporting

=
=
B
G
E
o

Payments

In the example above, the franchise main username has
access to create accounts and offices. Alternatively, the tax
preparer is taken directly to their office dashboard and will
only have access to tax return-related information.

12



Dashboard provides you with a variety of different options
and important information. The information on the
dashboard can be customized to each user.

You can modify the information that appears on your
dashboard by adding helpful widgets. Click Add New
Widget on the dashboard to get started.

Accounts is only available for Service Bureaus / Resellers.
Accounts lists all the different sub-accounts that you have
been added under your main account.

Click Create New Account whenever you need to add an
account.

Service Bureau / Reseller
Use Accounts to add and view the independent tax
businesses that are under your main account.

You should only use Accounts for businesses that
are not directly managed by you (you do not own
the EFIN).

Unlike offices, adding accounts does not require
that the EFIN be added on CrossLinkTax.com first.
Account EFINs can be added on CrossLinkTax.com
later.

Offices is available for Single-office, Multi-offices and
Service Bureaus / Resellers. Offices lists all that tax offices
that you added to your account.

Click Create New Office to add your main and sub-office(s).

13



Single-office / Multi-office

You can add a new office in the Offices area for every
EFIN entered on CrossLinkTax.com.

We recommend starting with your Master EFIN and
then add any Sub-EFINs.

Service Bureau / Reseller

Use the Offices option to add tax offices that are
directly managed by your organization. In short, if
you own the EFIN, add the office using the Offices
option.

Preparers displays the different tax preparers that have
been added during the setup of a tax office. This area is
only visible when logged in using the appropriate access
level or when you click to view an office’s dashboard.

Click Create New Preparer to set up a new tax return
preparer for the tax office.

Tax Returns displays the tax returns created by the tax
office or account. In order to see return data for a specific
office, you must be logged in using the appropriate access
level or by viewing a office’s dashboard.

Learn more about access levels in Log in to CrossLink Online.

Calendar is an easy-to-use calendar to keep track of your
important appointments.

14



Refund Calculator is a quick and simple estimation tool
that can be used be estimate the taxpayer’s tax refund.

Secure Messages allow you to send messages /
notifications to a specific tax preparer or an entire office.

Checks is used to print checks for bank product-funded
tax returns and manage check inventory.

Please note that this area is only used when enrolled with
SBTPG or Republic Bank.

Single-Office / Multi-office

The Checks and Refund Calculator tools are only
visible when logged in with the appropriate access
level or after clicking the View button next to the
desired office.

Service Bureau / Reseller

Similar to multi-offices, you must be logged in to
CrossLink Online using the appropriate access level
or click the View button next to an office in order to
display the Checks and Refund Calculator tools.

You will not have access to use these tools for tax
offices added in your Accounts area.

Reporting allows you to view or create custom reports for
the office you are viewing. This option is only visible when
logged in using the appropriate access level or when you
click to view an office’s dashboard.

15



Payments is used to register a payment made by the
taxpayer to the office and can help you keep track of
pending payments.

Click Account Settings or Office Settings to view/edit the

settings of the account or office you are currently viewing.

The settings options that display will change depending on
the dashboard you are currently viewing.

Single-office / Multi-office

To view/edit the settings for a specific office, make
sure to click the View button next to the desired
office (after clicking Offices on the navigation menu)
and then click Office Settings in the navigation
menu.

Service Bureau / Reseller

Similar to a multi-office, the Settings option in the
navigation menu will change depending on the
account or office you a currently viewing. To view/
edit the settings for a specific account or office,
click the View button next to the desired account or
office and then click Account Settings or Office
Settings in the navigation menu.

Click Collapse to collapse and expand the navigation
menu.

16



Profile Menu

@Crosslnc 2 GILBERT BENVISTE

Tax Year 2020

Dashboard
3 GILBERT BEN...
Add New Widget Franchise Main

~  Offices

Upload Image

Tax Returns 2020 Tax Year

Recently Viewed Offices Switch Tax Year
UserlD: 501013
NAME LOCATION STAFF  RETURNS  AVERAGE  OFFICE TYPE

Change Password

YOUR TAX 123 FAKE ST, 5 54 0 TRANSMIT Generate NEW 2FA QR Code

OFFICE SEATTLE, WA OFFICE

Toggle Training Mode
Wallet Setup

Login Preferences

The profile menu displays your name and the tax year of
the software you are currently using. Click the profile menu
to get quick access to a variety of different user-related
options.

Note:

It is required to log in using a username with Office/Admin
access level (established when you create a new office) to
access additional office-related tools in the profile menu.

Users with Office/Admin access level have additional
Profile menu options like Generate QR Code for use with
the TaxPass app, Capture ERO signature and access to the
office Database.

Your name and access level appear at the top of the profile
menu. You can also choose to change your profile image
by clicking Upload Image.

17



If you plan to use TaxPass with CrossLink Online, click
Generate QR Code to create a Mobile App ID. The QR
Code / Mobile App is used in conjunction with the TaxPass
app. If your customer wants to use TaxPass to send you
their tax-related data, they'll need to enter your Mobile App
ID or scan your QR code when using the app. You'll find a
link to Download QR Code here as well.

Switch Tax Year allows you to change to a different tax
year and to switch to view a different office dashboard (if
your login is assigned to more than one office).

Click Change Password if you want to change the
password you use when logging in to CrossLink Online.

Generate New 2FA QR Code allows you to generate a new
QR code that is used in conjunction with the Google
Authenticator app.

Learn more about the Google Authenticator app in Multifactor
Authentication.

Toggle Training Mode can be selected if you want to use
the software for training purposes. While in training mode,
you'll have limited access to certain functionality and will
only be able to view and prepare training tax returns. You
can toggle in and out of training mode by clicking this
option.

18



Database allows you quickly access the databases used
by an office to import information directly into their tax
returns. You can also access the database by clicking
Office Settings while viewing the office (navigation menu)
and then Database tab (top of page).

Wallet Setup provides access to the wallet that will be
used to pay for certain CrossLink-related fees. Each office
has their own Wallet and requires configuration in order to
use CrossLink Online to its fullest.

Login Preferences allows you to change a number of
options associated with your login, such as starting tax
returns in Interview mode, your preferred signature
capture method and drivers for electronic signature pads.

Versions lists data about the program and forms being
using in CrossLink Online.

Click Sign Out when you are finished using CrossLink
Online.

19



CrossLink Online Setup

Find answers to common setup-related questions. You
can also use the Help button in CrossLink Online for

additional assistance.

Please note that certain setup functions are only available when
logging in with the appropriate access level.

Set up a new tax
office

Log in to CrossLink Online using your
Franchise Main usermame.

Click Offices in the navigation menu.
Click Create New Office.

You will be prompted to create username
information for the person that will be
administrating this office and select
whether the office is going to be a feeder
office. Enter the required info and click
Create.

Once you have created the office, click
View next to the recently created office
to access the office dashboard.

Click to Office Settings in the navigation
menu to access the office’s setup
options.

Complete the setup for the office and
click Close when finished.

20



Feeder office

Manage Licensing

When creating a new office, select the
Feeder office checkbox if you want the
office to 'feed’ tax retumns to the main
office for review. Tax returns created by
feeder offices will not be able transmit
directly to the IRS. Instead, the main
office will act as the intermediary
between the feeder office and the IRS.

Assigning a license to a tax office will
enable the office the ability to start
preparing tax retums. If an office’s ‘View'
button is inactive, it most likely means
that you need to assign a license to the
office.

To manage and assign licenses:

Log in to CrossLink Online using your
Franchise Main usermame.

Click Account Settings in the navigation
menu.

Click Manage Licenses and make sure
each office is assigned a license. You
can click Add A License if an office is
missing a license.

Click Close when finished.

Once completing the steps above, click
View next to the office to access the
office dashboard.

Click Office Settings in the navigation
menu to access the office’s setup
options.

Click Licensing and make sure to license
is assigned.



Create a new
account

Difference
between office
and account

Add a new
preparer

Add a new login

Click Accounts in the navigation menu.
Click Create New Account.

You will be prompted to enter username
information for the person that will be
administrating this account. Enter the
required info and then click Create.

Office is used for tax offices that have a
unique EFIN. In most cases, the EFIN is
owned by the owner of the CrossLink
Online account.

Accounts is used for independent tax
businesses that are under a larger
CrossLink Online account. In most
cases, the owner of the CrossLink Online
account does not own the EFINs for
these tax businesses.

When viewing the office dashboard, click
Office Settings in the navigation menu.

Click the Preparers option on the left and
then click Create New Preparer.

Click Office Settings in the navigation
menu.

Click the Logins option on left and then
click Create New Login.



Difference
between preparer
and login

Edit a user’s
access level

How to view, edit
and add new
access levels

When you add a new preparer, you are
entering the information for a tax return
preparer that will be used to populate tax
returns.

When you add a new login, you are
entering login information for a new
CrossLink Online user.

In most cases, every preparer will also
need a login. However, not every login
will need preparer information (office
receptionist, for example).

While viewing the office dashboard, click
Office Settings in the navigation menu.

Click the Logins option on the left and
then click Edit next to the desired login.

Use the Access Level option to select
the desired access level.

Also, use the Login Type options to
select if this user will be able to access
all returns for the office (Manager) or
they are only able to access their own
tax returns (Preparer).

While viewing the office dashboard, click
Office Settings in the navigation menu.

Click the Logins option on the left and
use the Access Levels area to view and
add new access levels.

Click View next to an access level to
review the areas and functions that are
provided to that access level.

Click Add New If you want to create a
new, custom access level.

23



Access levels descriptions

Franchise Main

Access to all areas and functions. This is
the only type of access level that can
create new accounts and offices.

Office Owner

Access to all areas and functions for an
office or account. This is the default
access level for the administrative login
that you establish when you create a new
office or account.

Office Manager

Access to most areas for an office or
account. Limited access to reporting
tools compared to Office Owner.

Access to all setup areas, but cannot

Office Support
PP open tax retums.
Limited setup access. Includes access to
Preparer functions needed for tax preparation and

return transmission.

Non Transmitting
Preparer

Access to most tax preparation options.
Does not have the capability to transmit
(e-file) tax returns.

Reception

Select which tax
forms are printed
(or archived) for
an office

Access is limited to searching tax return
data. No tax prep and setup options
provided.

When viewing an office’s dashboard,
click Office Settings in the navigation
menu.

Click the Printing option on left.

Under 1040 Return Printing, select the
tax return forms you want to print (or
archive) when you click Print on the tax
return toolbar.

24



Choose whether
to print and/or
archive tax
returns

Sent to Email

When viewing an office’s dashboard,
click Office Settings in the navigation
menu.

Click the Printing option on left.

Under 1040 Return Printing, use the
Send to... options to choose what will
occur whenyou click to print the final
copy of the tax return.

Select Send to Printer/PDF if you want to
print and generate a PDF on screen of
the selected tax forms.

Select Send to Archive if you want to
automatically save a PDF of the selected
tax formsto the tax return’s Document
Archive.

You can choose to print/generate a PDF,
archive or both.

Under 1040 Return Printing, select Sent
to Email to activate the Email button for
use (found after you click to Print a tax
return). If you plan on emailing tax
returns, make sure to select this option.

Please note that selecting this option
does not automatically email a copy of
the tax form when you click Print.
Instead, it simply activates the Email
button’s functionality found when you
click to Print.

25



Edit your tax
preparation fees

In Billing, what
does Base QTY,
Base Price and
Per ltem do?

When viewing an office’s dashboard,
click Office Settings in the navigation
menu.

Click the Billing option on left.

Under Form Billing, click Add Form + to
select the tax form and enter the fee for
the form.

You can also use Worksheets Billing and
Line Items Billing to enter fees for
worksheets and line items, respectively.

Base QTY (quantity) and Base Price
work together to calculate the fee
depending on the amount of times that
form (or worksheet or line item) is used
in the tax return.

For example, a Base QTY of 2 and a Base Price
of $20 for the W-2, will charge the taxpayer $20

as soon as the 2nd W-2 is added to the tax
return.

Per Item will simply charge the fee for
every instance the form is used in the tax
return.

For example, a Per Item fee of $10 for the W-2,
will charge the taxpayer $10 per each W-2.

If desired, you can also use all three
billing options to combine these
methods.

For example, a Base QTY of 2, Base Price of
$20, and Per ltem of $10 for the W-2, will
charge the taxpayer $20 as soon as two W-2s
are added and $10 for every additional W-2
added thereafter.

26



Preparing tax returns

Learn about the different areas in a CrossLink Online tax
return and the basic steps to complete a 1040 return.

CrossLink Online tax return

n 2020 TEST TAXPAYER
ID: 494388

43,682

FS’E’B‘”E’“"QE‘D“ Form 8879 e-File Signature Authorization 2020
$50,000
Federal AGI Refund Type: (1)Check from IRS, (2)DD from IRS, (3)Reserved, (4)BalDue, (5)RT - Bank
1. o Check From IRS EFIN:  11111¢f)
GENERAL ) .
‘ 2. D Direct Deposit From IRS
Client Data 3. Reserved

Information and Status 4. D Balance Due

Tax Summary 5. D RAC/ERC/RT - Bank Product (Check, Direct Deposit or Debit Card)

Invoice - Bi@ & Pmts

Document Archive

Signature(s)

Taxpayer: TEsT TAXPAYER
Spouse :

Address: 123 FARRE ST

511-11-1111

Home Phone: [gog-345-4337

Depreciation C/S/ZIP: sEATTLE WE 98108=0000-000  Work Phone: = =
Event Log
RA

PART | - Tax Return Information

1. Adjusted gross income
.~ RET 1040 - FEDERAL RETURN
2 Totaltox
L/ FRMW-2 [T4LEASANTON Fl... 5 Federal tex withheld .
. Federal income tax withhe
.~ FRM 8879 2]
4. Refund
5. Amount you ove A R
-]
w
Other Documents Attached E
L
FI098-C: ) 2@as: [ Fats [ F3ass: [|  F4136: []  F571%: s
F8283: D F8332: D F8858: D F8864: D F8885: D F8949: D ]
Appendix A: D
Blind: [|]  Disabled: []

Important areas in a tax return

1. Tax return toolbar

2. Tax refund indicator

3. General forms and other tax return tools
4. Federal forms attached to tax return

5. Add A Form button

6. Current form being edited



Tax return toolbar

The tax return toolbar provides quick accessto functionsyou'll
be using frequently when preparing tax returns.

Click Transmit Return when the tax return is ready to be
transmitted or e-filed. You'll be prompted to fix any errors present
in the tax return before you can transmit.

Use Notes to add an important note about the tax return. Notes
are only visible by the office (not e-filed to IRS).

Payments is used to register a payment made by the taxpayer to
the office and can help you keep track of pending payments.

Click Interview to complete the tax return using an interview-
based method. The interview method is useful for tax preparers
that need assistance determining which forms need to be added
to the tax return.

Verify Return is used to check the tax return for errors. The
program will also display any additional Due Diligence options
that have been selected for the office in Setup.

Click Signatures to capture electronic signatures for the final tax
return. You can capture signatures using your preferred capture
method or Remote Signature (if enrolled).

Click Print to view the different print options for the tax return.
Printing settings can also be configured for the office in Setup.

Click Save to save the tax retum. You can also click v (below
Save) to view additional tax return options.
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Quick steps to complete a tax return

The steps below are for a fast, forms-based approach to tax
preparation. If you prefer a more guided experience, click Interview
on the tax return toolbar.

o Complete Client Data

Complete the Client Data worksheet with all of the
necessary taxpayer, spouse and dependent information.

o Add forms

Click Add A Form (lower-left of tax return) to add the tax
forms required to complete the tax return.

o Select refund disbursement method

Go to the top of Form 8879 to select how the taxpayer
will receive their refund (if applicable). Select option 5
for taxpayers that prefer to use a bank product.

o Verify for errors

Click Verify Return and correct any errors that may be
present in the tax retum.

o Print (or archive)

Click Print and then click Final Tax Return. Depending on
your tax office setup, you will be prompted to capture
signatures, email, preview and print (or archive) the tax
return at this point.

o Transmit the tax return

Click Transmit Return on the tax return toolbar when ready
to transmit or e-file.
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Start a new tax
return

Receive tax return
data from TaxPass
users

Start a practice tax
return

Add documents to
a tax return’s
Document Archive

Delete a tax return

Click Tax Returns in the navigation
menu.

Click New Return +, type the taxpayer's
SSN and click Add to start the new tax
return.

Click Tax Returns in the navigation
menu.

Click v (next to New Return +) and then
click Import Mobile Returns.

Click your profile menu and then click
Toggle Training Mode.

With training mode toggled on, starta
new return using the normal steps (Tax
Returns > New Return +).

Open the desired tax return and then
click Document Archive under General.

Click Add New Documents.

Open the tax return you want to delete
and then click v (next to Save).

Click Delete Return.
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CrossLink Online e emalL e

Professional Tax Solutions

Prepare a Tax Return Job Aid

1 Start a new tax return www.CrossLinkOnline.com
[ J=al= = e GILBERT BENVISTE

Dashboard

e ]
Tax Returns

Calender Click Tax Returns and \_/
then click New Return+

Secure Messages

Tip: If logging in using your Franchise Main username, make sure to
click View next to the office to access the office’s Dashboard.

2 Complete the Client Data 3 Add the forms you need
E. Troem B P a o4 6 0 EJED
:‘(‘Zl:e:]t-;;t.a..: 2020

*
--------
Transcript Mode:
5 PrepID: BErr | SitelD Receipt # EFIN: 111118

: ‘* o R ‘ Add A Form
" [ R ——— Cell: [ = =
:* :—;:‘ :~‘n (‘ ell Phone Carrier ) (— G )
""_Enter the taxpayer, spouse and Click Add A Form (bottom-left) to
dependent info-on the Client Data. ' add tax forms as you need them.
4 Review refund options 5 Use the toolbar to finish up
. Troiinilaaians E B ® o o4 s B EIER o ﬁh""-;.;...f“!_".".-"'f.i'"";".ﬂ:;l""é.:."ﬁ". v _
Form 8879 e-File Signature Authorization 2020 | T iiiiiissssssssssssssssssssssssasassassnnanttt
Refund Type: I (1)Check from IRS, (2)DD from RS, (3)Reserved, (4)BalDue, (S)RT - Bank
~ GENERAL 1 “ Check From IRS EFIN: 11111¢
— 2. TD \\\\\ Deposit From IRS
Go to Form 8879 to enter the . cook-he toolbar.provides buttons to
Refund Type. . " Verify for errors, Print, capture

~FEDEF

@ o Signatures and Transmit the tax
e return,

Option 5is fora bank product
funded tax return.




CrossLink Online
Add a New Preparer/Login Job Aid

CROSSLINKT

Professional Tax Solutions

1 Go to the office’s Dashboard www.CrossLinkOnline.com

Offices

Tex s Click Offices and then click View
calencer to access the office’s Dashboard
e e mrrseryy pry @imre neivnne  avenmee  wrFICE TYPE SIGNATURE

YOUR TAX 123 FAKE ST, 5 54 10 TRANSMIT SIGNED

OFFICE SEATTLE, WA OFFICE

=]
(=}

Tip: If logging in using your Franchise Main username, make sure to click View next to the
office to access the office’s Dashboard. Ignore this step if logging in directly to the office.

2 Click Create New Preparer 3 Complete Preparer’s Info

.la:lnos;alfu\_m

Preparer's Filing Info

self-Employed

Dashboard |F=F
Create New Preparer ‘ e
Ieperes Complete the required fields (in red)
Tax Retums Click Preparers and for the preparer and then click
All.Prepagers v
o then click Create Save.
New Preparer button. Tip: Preparer’s ID/Shortcut is essentially
4 Click Logins (Office Settings) 5 Complete the new Login
- -
< Ofe User Details
v ERO ‘ Create New Login ‘ —
« Preparer f 1T
S Complete the required fields (in red)
~extended setwr | Office Settings, click and then click Save.
EFiling . .
Prinig Logins and then click The user will receive an email to loginto
----- ST Create New Preparer. CrossLink Online using their username

.
-----------
AAAAAAA

once you save their Login.



Additional info and help

Account Code / Username

Your administrative username to CrossLinkTax.com and
CrossLinkOnline.com

Your Account Code is emailed to you by your CrossLink account
manager.

User ID

A six digit number that identifies your CrossLink Online
account. You'll use the User ID when enrolling an EFIN for
bank products and when calling Support.

Your User ID can be found on CrossLinkTax.com. Just log in and
go to Support > Manage Offices.

Logging in to CrosLinkTax.com

Your Account Code / User ID also serves as your
username to log in to CrossLinkTax.com.

First time logging in? Click Register your account on the
CrossLinkTax.com login page.

Were you using our desktop software last year?

If you made the switch to CrossLink Online, we’ll help
you transfer your data over. Just call us 800.345.4337.
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Multifactor Authentication

CrossLink Online requires multifactor (2-step) authentication
when you log in. This helps keep your account secure and
complies with IRS regulatory requirements.

CROSSLINK’

Professional Tax Solutions
We need to verify your account:

E ® Enter a code from an App

- Get a code emailed to:

O g *ewwrens a@erosslinktax.com

What is multifactor authentication?

Multifactor authentication requires that you use two different
authentication methods in order to log in to CrossLink Online:

1. The first method requires you to enter your username and
password.

2. The second method requires you to enter a security code

(or confirmation key) using the Google Authenticator app
or sent toyour email.

Please note that a new security code is used every time
you log in to CrossLink Online.
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How can | use my smartphone for multifactor
authentication?

1. Download the Google Authenticator App to your smartphone.

2. Launch the Google Authenticator app and tap + to add a new
account.

3. Tap Scan a QR Code on the app and align your phone’s camera
to scan the QR code that appears during your initial login
process.

4. Type the 6-digit code that is generated on the Google
Authenticator app whenever you want to log in to CrossLink
Online.

Please note that the app will generate a new 6-digit code every 30
seconds. Make sure to use the 6-digit code before it expires.

Multifactor Authentication

This site uses multi-factor authentication for the login process to comply with the IRS Regulatory
requirements. If you would like to use an authtentication application to assist you during login,
please download an (Recommended: Google Authenticator) from the
Apple/Google store.

4  Download on the GETITON
@& Appstore | P> Google Play

Use your authentication application to scan the above QR code
for use during the login process.
Note: You may choose to skip this process, if you would rather receive your multifactor
authentication code using your registered email address. You can always upgrade to this method
at a later date.

Continue To Login

Where can | find my QR code if | skipped that step?

Click Generate New QR Code in the profile menu after logging in.

Learn more about the profile menu in Navigating CrossLink Online.

Why use the Authenticator app instead of email?

Using the app is usually a faster and more convenient way to obtain
new security codes. You'll have constant access to a new security
code instead of waiting to receive an email.
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https://support.google.com/accounts/answer/1066447?co=GENIE.Platform%3DAndroid&hl=en&oco=0

Username Access Levels

The way in which your username is created will determine
the areas you can view and access once you log in to
CrossLink Online.

Access Level Username created by  Access includes

Franchise Main CrossLink Support after All areas and menus in
purchasing CrossLink Online.  CrossLink Online.

This login is the administrative Includes access to

login for all accounts and create new accounts

offices. and offices. Tax
preparation
functionality is limited.

Office Owner Franchise Main when a new All areas and menus
account or office is created. for a specific account
This login is the or office.
administrative login fora Also includes extra
specific account or office. ERO-related tools in

the profile menu.

Additional Iogins Franchise Main or Office Access can be
Owner during the setup of an  customized with
account or office. access levels.

Your access level will determine the areas and information
you can access and view while using CrossLink Online.
Access can be restricted even further with the use of Login
Types.

Learn more about access levels in Crosslink Online Setup.



Enrolling for bank products

Why offer bank products?

. Taxpayers that opt for bank products can pay tax prep
fees with their tax refund

. Tax prep fees are automatically deposited to your
bank account

. Earn additional revenue through add-on fees and other
additional services

. Differentiate your tax business from competitors by
offering tax refund advances

Choose from one of these trusted financial institutions:

TPG 4( REPUBUC refundO Refund #a{»a/(fa//e/

Enroll your EFIN today by logging in to CrossLinkTax.com
and browsing to Office Management > Bank Enrollment

Visit the Crosslink Banking Center to learn more.

Earn additional revenue with the eFile Fee:

Sign up to use our new eFile Fee when enrolling your
EFIN for bank products and gain extra revenue for every
electronically transmitted tax return.

Contact your CrossLink account manager to learn more.
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http://crosslinktax.com/customer-resources/Banking-Center.asp
https://www.refund-advantage.com/
https://www.sbtpg.com/pro-landing.html
https://www.republicrefund.com/
https://refundo.com/

Contact us

Need additional assistance?

We’re here to help.

CrossLink Online Support - 833.783.4253

CrossLink Sales and Support - 800.345.4337

Email us at support@CrossLinkTax.com
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