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This quick reference guide (QRG) will provide an overview of how an Administrator/Office Manager can 
add a new Tax ID to an existing account once they have received a Registration Code. 
 

 
 
 

 
 

 

Step 1: 

This example is used if a user has received the registration link and code 

within a secure email. The user already has a portal user account 

associated with an email.  

1. If there is an account already set up an Oops! display will occur. Click 

Done. An email will be sent to the associated email. 

 
 
 
 

Purpose: Administrator/Office Manager Adding a New Tax ID to Existing Account(s). 
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Step 2: 

The Account Lookup page display 

1. Enter the Tax ID Number and Registration Code. 

 

2. Click Next. 

 

 



 
 

3 
 
 

Step 3: 

The Email Address Verification page will display.  

1. Enter Email and Verify Email. 

2. Click Next.  

3. The Portal User Account Verification page will display, click Next. 
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Step 4: 

The Verify Username and Password page will display. 

1. Enter Username and Password. 

2. Click Submit. 
Note: If information is incorrect, a pop up will display to Use Different Email or Try Again. If the 

password is incorrect or forgotten, click the reset it link to reset password. 
3. Confirmation page will display, click Done.  

4. Login screen will display.  
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Thank 
You 


