Finalizing return and Calling Clients
Go to: https://www.getyourrefund.org/en/hub/sign_in and sign in using your email
address and password.

Click on “All Clients”, then search for the client name

Click on the client name

Click on “Document Tab” to access client documents.

Tax return will be uploaded by AAS staff members to the “document Tab” and renamed
“Form 8879 (unsigned).

Click the “call” button on the client profile to start a call with the client. You can call
clients directly through the Hub.

Enter in your personal phone number. You will then receive a call that'll connect you to
the client. With this system, the client won't be able to see your personal cell phone
number, but you will be able to use your personal device. The client will get a call from a
generic GetYourRefund phone number. You’ll want to verify the client’s identity by
verifying their SSN before discussing any personal information on the call.

In the Hub change the status to “signature requested” under quality review and select
“update” located in the upper right hand corner.

Once you select “Update” you will be directed to the “take action” page and a message
with a link will display. Take a look at message, edit it if you have to, and click “send”
Here is a template of the message:
Hello!
Your 2021 tax return is ready for you to sign.
Please check:
* your street address and bank account numbers (This can affect your final numbers and/or delay your refund if not correct.)
* any dependent information
* make sure all income is included (including unemployment).
If anything on your return needs to change or if you have any questions, please respond and do not sign your return.
To approve your return, click on the link below, enter the last four digits of your social security number OR your Client ID, review your
return, and click a box saying you approve your return.
For jointly filed returns: your spouse also needs to review and sign.
Once you electronically sign, we can efile your return.
Log in to access your return and give your approval:
https://demo.getyourrefund.org/en/portal/login
Thanks!
Maysaa at GetYourRefund

Client should click on the link when they get the message and sign in to their portal

Client will click on “Add final primary taxpayer signature for 2021.” Clients can download
their final copy from here too.

The client will check two confirmation boxes. This will send the signed Form 8879 to the
Hub and mark the return as “Ready to file.” The site coordinator will now be aware of
the tax return being transmitted.

