PTIN RENEWAL & SUBMISSION




ACCESS PTIN RENEWAL THROUGH IRS
WEBSITE

TYPE IN BROWSER UNDER PTIN SYSTEM

* Click on Tax Pros in top right corner * Click on Register or Renew
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ACCESSING PTIN ACCOUNT

* Renewing PTIN holders — login using * New PTIN registrants will create a PTIN
credentials (username is email address

account
used to create PTIN account)
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* If you do not remember password,
Complete FORGOT Password steps



PTIN ACCOUNT MAIN MENU

* 2018 Renewal Option
* Click on SELECT Button
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ANSWER SUITABILITY QUESTIONS

* Felony Conviction

201E Renewal - Felony Information

Fetany Informalion
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* Tax Compliance

2018 Renewal - Tax Compliance

Tax Complesnce
Indicate your individual and business tax compliance halow.
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¢ Click EDIT button in the appropriate section
to make necessary change

2018 Renewal - Review Your Information
Caratully revigv your inSemason ek IF il 15 comact. setect "Nenf

CONFIRM INFORMATION — E——
Personal Ful Nama lane Doe EdiE
Information Soclal Sacurlly Numiber
Bttt 111974 L
Review all sections to verify information is contat I — .
accurate. Micemeticn Cathoun, GA 30701 US
Fncne Humiber 106-602-0597
Pay close attention to the business address Ensi sherim@pisoncom
Husingzs hddress
listed and update if needed. Cloun, a4 20701 05
EFIN field should be BLANK — if EFIN is listed,

please remove it from your PTIN record.




SIGN YOUR APPLICATION

* Click YES to electronically sign application
* Click SUBMIT

201E Renewal - Sign Your Application
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VIEW SUMMARY REPORT

* Click VIEW SUMMARY REPORT * Select DOWNLOAD option in top right
corner

IRS Tax Professionsl PTIN Procassing Center
1805 George Dieter PME 678

IRS £/ Pasa TX 73838 .

e TIN inform: .
Primary Toll-Free; 677-613-7846
5776132685
International Callers: 1-915-342.5855

Application Summary
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Appiication Date 10172017 (mmvdilyyyy)

Personal Datail
L First Name: JANE

v s o e e bl

Last Name: DpoE
Binhdate: xxiexhcn (mm/ddiyyyy)
Social Security Number. dasberens

Addresses
Personal Malling Address
Address:

24 ARBOR LANE

CALHOUN, . GA
30701
us
Phone Number: P
E-mail Address: sherim@ptstax.com
Business Address

113 N PARKAVE
CATHOIM. GA




PTIN WELCOME LETTER

* Email notification will arrive within 24 — * Login PTIN account

48 hours of PTIN renewal/registration . Click SELECT beside VIEW MESSAGES
on main menu

EiReply EpReply All €} Forward WIRS

Tue 10/17/2017 4:46 PM

G = Loggedin as DOE, JANE
By TefraPliNGimon S
PTIN Renewal Welcome Letter
To Main Menu My PTIN Information
'Y Jane Doe

Choose from the options below for the function you wish to perform. PTIN: #P01234567
Manage My PTIN Account FTIN Status:  Active
Dear Tax Professional, #P01234567 | Choose a Function 2 Select
You have a new message in your online PTIN account mailbox. To view the message, log
;i A A Additional Activities
into your PTIN account and enter your user ID and password under "returning users’. Once
you are logged in, select "View Your Messages" from the Main Menu. If you do not remember View My Messages (1) => ke
your user D or password, select "Forgot User ID" or "Forgot Password" from the login e A S e e
screen

** Note: This is an automated email. Do NOT reply to this message

This message is for the designated recipient only and may contain privileged, proprietary, or
otherwise private information. If you have received this email in eror, please delete it
immediately. Any other use of the email by you is prohibited.

18 Brivary Bl | 185 Tav Brafessinnal BTIN |ina | Frannantiy Ssked niastinns



DOWNLOAD PTIN WELCOME LETTER

 Click OPEN to view pdf letter * Click DOWNLOAD in top right corner

* File will be saved in Download file on PC

* NOTE: consider renaming file using following format; Name EFIN 2018 PTIN
(our example would label record: Jane Doe 876543 2018 PTIN)



SUBMIT PTIN TO PTS

PTIN information MUST BE RECEIVED to allow access to
2017 Tax Program




VISIT PTS UNIVERSITY SITE

° www.ptsuniversity.com

* Select 2018 PTIN Submission from menu bar

/[ PTSU-Hon x '\

PTS University Introduction Video ﬁ .




PROVIDE DATA

All fields are necessary to assure login
credentials in 2017 tax program allow access
to correct location.

List office email address to assure receipt of
login credentials.

x [y IS Fome

hitps. ormypotiormucgm 7 TTE4 42551 TT

L

2018 PTIN Submission

Enter the PTIN regsiraton mformation from your RS lefier

AL GA TH ez |

Enter
company field




UPLOAD PTIN WELCOME LETTER

Click BROWSE FILES to attach PTIN
welcome letter

office 123456

EEIN 6 digits

Preparer  jane Doe

Name * First Name and Last Name as listed on PTIN registration
PTIN ©  pD1234567

PTIN 2018

EXPItes * 1oy

E-mail *  ABC.AL@westemshamrockcorp.com

Firstyear Yes ® No

with PTS?

Number of 23]

years.

PrepAring s

taxes. r'd N
Click Browse Files - |

select downloaded ‘
PTIN welcome letter

"

;’gz‘::ﬂs Browse Files
here.

* Look in DOWNLOAD files on your PC

e Select correct document to attach

*

@ Open

 Quick access
& OneDrive - PTS
& PTs

&1 PTS Tax - Docun
&1 PTS Tex Adrmin /
B This PC

[ Desktop

|5 Documents
& Downloads
D Music

&= Pictures
B Videos

e 05(C)

~

&5 ThsPC 3 Downlass <:|

Organize v New folder

Name

=3 0ed76167-8c26-48¢6-0452-e2065edb 2260,
7' 0ed76167-8c26-4826-0452-28065edb 2260

File name: | 0ed 76 167-8c26-48e6-0452- £8965edb2at0

137K8
137K8
~| [anFiies

Firstyear 7 ¢
with PTS?
Number of 25

preparing
taxes

renaming the file will simplify identifying your letter

Cancel




VERIFY INFORMATION PROVIDED

* Assure appropriate file has been attached * Scroll through record to assure all data is

|

correct

Upload
your file

Browse Files
here. g -
{ v

File will be
displayed

* Confirm valid office email is listed

* Once verification is complete, click
SUBMIT




SUBMISSION CONFIRMATION

* Notice of submission of records

Thank You!

Your submission has been received

Now create your own JotForm -

* Forward email notification to Supervisor

* Email notification

2 Reply 2Reply All £ Forward

T
PC PTS Complianc

We have received your response for 2018 PTIN Submission

M

noreply@jotform.com>

Jro  sheri Mcaster

@ i there are problems with how this message is displayed, click here to viewit in a web browser,

B

Company
District Manager
Office Name
City

State

8ranch Code
Office EFIN
Preparer Name
pTIN

PTIN Expires

E-mail

First year with PTS?

Number of years
preparing taxes

FREE online doctor

FREE Digital Signage Store

Ads

Upload your file here.

Now create your own JotForm -

Click here to download pictures. To help protect your privacy, Outlock prevented automatic download of some pictures in this message.

WsC
Dan Mam
Western Finance ABC
Boone City
AL
ABC
123456
Jane Doe
P01234567
2018
ABC.AL@westernshamrockcorp.com
No

17

No

0ed76167-8c26-4806-9452-8965edb2a60.pdf




CONGRATULATIONS!

You have completed the PTIN renewal and submission process!




