Intake Process Step by Step

Proceed to www.getyourrefund.org/VITAACE and select “Get started”. On the next
page select “Continue”

Select which tax year you are filing for. On the next two pages click “continue”.

Fill out the basic information section and select ‘continue”.

Check which method/s of communication the client prefers to be reached. Answer the
question on the next page.

The client will receive a verification code, enter it and select “verify”

Explain the details of the legal stuff to the client and let them know they are agreeing
and signing the legal documents then select “Continue”

Make sure this page says “Our team at VitaAce is here to help!” If any other
organization shows up, consult with your supervisor.

***Now you will be asked all the questions on the federal intake sheet 13614-C. Make
sure to answer all of them until you get to the “Collect your document section”.

Skip all the document questions by selecting “I don’t have this right now” then choose
the option “I need help finding this document”

For the photo part select “submit photo” then on the next page select “I don't have it
right now”

Follow the same steps for all Tax documents. You will gather all these documents after
you submit the application.

On the “Great work! Here is a list of what we’ve collected” page, select “I’ve shared all
my documents” then select “submit” on the next page.

Make sure to rate your experience and answer the optional questions on the next
pages.

Now 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.

In the Hub on the top right corner change the status to “Info requested” under Intake
then click “Update”

Once you click update, filing year, updated status, language, contact method, and a
generated message will appear. You can add an “internal note” if needed, then click
“send” and that will change the status.

The message above states:
Hello “Client name”,
In order to continue filing your taxes, we still need:
- Photo of your ID
- Photo of yourself, holding your ID near your chin (for identity verification)
- Photo of your SSN or ITIN cards for yourself, spouse, and dependents, if applicable
Log in to securely upload your documents at:
https://demo.getyourrefund.org/en/portal/login
Please let us know if you have any questions. We can't begin preparing your taxes without this information.
Thanks,
Your Name at Get your Refund

Make sure to edit this message and ask the client to upload any tax documents needed
to file their taxes. For example: upload your W2, 1099-T, SSA 1099 statement, etc….
Then select “send”

Notes
● When you finish the Federal intake process, DO NOT forget to complete with the
client Michigan, Federal supplement, and custom questions fillable PDF’s and
upload them to the HUB.
● 1099-NEC worksheet must be uploaded with any self-employed taxpayer.
1098-T worksheet must be uploaded with any taxpayer with that form.

**NOTE: Using the unique URL provided on the first page will let you complete
the intake process. Make sure to sign out after every client to avoid any
confusion mistakes. Failing to sign out after every client may result in overriding
the information submitted for the previous client.

