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This course book reviews the administrative functions of in TaxWise®Online™.  
 

Admin Password 

The first time you log in, your password is your software registration code. You are then 
prompted to create your own password. You can find your software registration code in your 
Welcome email.  
 
The requirements for the Admin password and any other user password using TaxWise Online 
are as follows: 
 
 8-100 characters 
 At least 1 upper case letter 
 At least 1 lower case letter 
 At least 1 number 
 At least 1 special character/punctuation 

 
 Passwords expire every 90 days.  

Resetting Admin Password 

If the admin user forgets his/her password prior to failed login attempts: 

 

1. Click the Forgot username or password? link provided on the login screen. 
 

 

 
 
 
 
 
 

 
 
 
 

2. On the Reset Password screen, enter your Client ID and Username, and click Next. 
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3. TaxWise Online displays message to check your email.    
 

 

 
 

 
 
 

 
4. The admin user will receive an email with a temporary password. Highlight and copy the 

password.  
 

 

 
 
 

 

 
 
 

 

 

 



   

. 

TaxWise® Online                     Admin Role and 
 

 

© 2020 Universal Tax Systems, Inc. and its affiliates and/or licensors. All rights reserved 

5. Return to the login page of TaxWise Online, and use the temporary password to log in to 
TaxWise Online. You will be prompted to change the password. 

Resetting User Passwords 

If a user forgets his/her password prior to failed login attempts: 

 

1. Click the Forgot username or password? link provided on the login screen. 
 

 

 
 
 
 
 
 

 
 
 
 

2. On the Reset Password screen, enter your Client ID and Username, and click Next. 
 

 

 
 
 
 

 
 
 
 
 
 
 
 

 
3. TaxWise Online displays message to check your email.    
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4. Click the Forgot username or password? link provided on the login screen. 
 

 

 
 
 
 
 
 

 
 
 
 

5. On the Reset Password screen, enter your Client ID and Username, and click Next. 
 

 

 
 
 
 

 
 
 
 
 
 
 
 

 
6. TaxWise Online displays message to check your email.    
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7. The admin user receives an email letting them know that a user needs help. The admin 

user will need to log in to the User Manager to reset that user’s password.    
 

 

 
 
 
 
 
 
 
 

 
To access these options: 
 
1. As the Admin user, from the Administrator menu, click Settings. 
 

 
 
 
 
 
 
 

 
2. From the Settings page, click Manage Users.  
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3. On the User Manager page, the admin user can reset the password for any other user by 
clicking the Reset link.  
 

 

4. TaxWise Online displays a confirmation message asking if we are sure we want to reset 
selected user, click OK.  

 
 

 
 
 
 
 
 

 
5. The users will receive an email, with a temporary password.   
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6. Return to the login page of TaxWise Online, and use the temporary password to log in to 
TaxWise Online. You will be prompted to change the password. 

 

Admin User Functions 

Now there are some roles designed specifically for the Admin user, or users with the Admin 
role assigned to them.  Any features that can only be performed by the Admin user, will be 
noted.  
 
The table below outlines the administrator functions available to any user who is assigned the 
Administrator Role.  
 
Function/Lesson Description 
General Settings Set general settings. This includes user and administrator settings, 

custom fields, returns stages, print sets, and the carryforward of print 
sets. Also included in general settings is the Advance setting that 
allows you to enable override function for user role.  

Return Templates Create return templates for all user names in the system. Carryforward 
Return Templates.  

Manage Users Create user names and assign user roles. Here you can assign or 
restrict user privileges.  The only exception is that you cannot assign 
the LicensedUser role, as only the Admin user can.  

Client Letters Allows you to create custom client letter templates. 
Print Sets Create federal and state print sets for sub-offices 
Send Settings Send settings to designated offices.  
Audit log Allows you to view audit log for selected return(s).  
Return Manager Open, edit, print, and if applicable, delete or move tax returns under 

any username. 
E-File Manager Create and submit e-files for returns under any username. Clear sent 

e-file status.  
 

 For additional information on general settings, return templates, managing users, creating 
custom client letter templates, establishing federal and state print sets, and sending 
settings to sub-offices, review the respective lessons in the Registration and Setup course.   

Managing Returns 

The Admin user, or any user assigned the administrator role can create a new return, open, 
edit, print, delete or move tax returns under any username.   
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Move Returns 

This action allows you to move tax returns from one user to another.  When the tax return is 
moved it is no longer available to the original user.  The ability to move returns is only 
available to the Admin user or a user with one of the following security roles: Administrator, 
SuperUser, or Reviewer.  
 
To move returns: 
 
1. Log in as the admin user or a user with an appropriate security role.  

 
2. Click Tax Returns.  

 
3. From the View More Actions list, click Move Returns.  
 

 

 
 
 
 
 

4. TaxWise Online displays the Move Returns to Another User dialog box.  From the Select a 
User list, select the users where you want the return(s) moved to.  
 

 

 
 
 
 
 
 

5. Select the return(s), and click Move.  
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6. TaxWise Online displays the Move Return(s) confirmation page, click OK to proceed.  
 

 

 
 
 
 
 
 
 
 

7. TaxWise Online displays the Move Return Results.  Here we see listed the returns moved 
and to what user. Click Close.    
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That user can now access those returns, but the original user can no longer access the returns 
moved.  

Delete Returns 

TaxWise Online allows you to delete returns and has the ability to restore returns after 
deletion.  
 
To delete returns: 
 
1. Log in as the admin user or a user appropriate security role.  

 
2. Click Tax Returns.  

 
3. From the View More Actions list, click Delete Returns.  
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4. TaxWise Online displays the Delete Returns dialog box.  Select the return(s) and click 

Delete.  

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

5. TaxWise Online displays the Delete Return(s) confirmation page.  If there are documents 
associated with this return, they will be permanently deleted. Click OK to proceed.  
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6. TaxWise Online displays the Delete Returns dialog box.  Listed here are the returns that 
were deleted. Click Close to exit. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

Restore Returns  

TaxWise Online gives you the option to restore returns you have previously deleted.  
 
To restore returns: 
 
1. Log in as the admin user or a user appropriate security role.  

 
2. Click Tax Returns.  

 
3. From the View More Actions list, click Restore Returns.  
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4. TaxWise Online displays the Restore Returns dialog box.  Select the return(s) and click 

Restore.  

 

 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
5. TaxWise Online displays the Restore Return(s) confirmation page.  Click OK to proceed.  
 

 

 
 
 
 
 
 

6. TaxWise Online displays the Restore Returns dialog box.  Listed here are the returns that 
were restored. Click Close to exit. 
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Import Returns 

You can import returns to TaxWise Online for a number of reasons.  These can include: 
 Returns prepared in TaxWise Desktop Alternative Preparation Solution (APS) 
 Returns were converted from another tax program 

Import Returns from TaxWise Desktop 

TaxWise Online allows you to import returns from TaxWise Desktop. If you use TaxWise Online, 
you also have access to TaxWise desktop software, referred to as the Alternative Preparation 
Solution or APS. This ensures that even if you have a disruption in your internet connection, 
you can continue preparing returns. Prepare returns in the desktop software, and then transfer 
them to your TaxWise Online account to transmit. 
 
To do this:  
 
1. From within the return in TaxWise Desktop, click Diagnostics.  

 
2. From the Diagnostic dialog box, click Mark to Transfer.  
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3. TaxWise displays confirmation that the return has been marked. Click OK. 

 

4. Close the return and change the user to Admin.  

 

5. Go to Communications and click Transfer to TaxWise Online.  

 
 

 
 
 

 
6. Select the return(s) you want to send to TaxWise Online, and click Send.  
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7. TaxWise displays the Electronic Filing Center box. In the session Information section, you 

will see confirmation stating that the return package has been successfully uploaded and 
is ready for retrieval in TaxWise Online.  
 

8. Click Close. 

 
TaxWise Online allows you to import returns that were created and uploaded by TaxWise 
Desktop to a username under your Client ID. TaxWise Desktop and TaxWise Online must be 
registered with the same EFIN.   
 
To do this: 
 
1. Log in as the admin user or a user with the administrator role.  

 
2. Click Tax Returns.  

 
3. From the View More Actions list, click Import Returns.  
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4. From the Assign to User drop-down list, select the user where you want the returns(s) 

imported.  
 

 

 

 
 
 
 

 
5. Select the check box(es) besides the return(s) to be imported. 

 

6. Click Import.  
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7. Click OK to confirm the import, and click Close on the dialog box displaying the status of 

the import.  

Import Converted Returns 

New users can download the tax conversion utility from the Solution Center to convert your 
prior year returns to use in TaxWise Online.   Once the returns are converted and upload to 
the Solution Center, you will need to import the returns into TaxWise online.  
 
To do this: 
 
8. Log in as the admin user or a user with the administrator role.  

 
9. Click Tax Returns.  

 
10. From the View More Actions list, click Import Returns.  
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The import process is the same as described in the previous section.  
 

 For additional information on the conversion process, review the Conversion lessons in the 
Registration and Set up course.   

Resolve Import Duplicates 

If a return already exists in TaxWise Online, you will not be able to import a return with the 
same Social Security number, this results in what we call an import duplicate.  You will need to 
resolve the import duplicates. 
 
To do this:  
 
1. From the View More Actions list, click Resolve Import Duplicates.  

 
2. Click one of the following: 

 
 Existing: This allows you to keep the existing return in TaxWise Online, but deletes 

the attempted import from TaxWise Desktop 
 Imported: This deletes the existing return in TaxWise Online and imports the return 

from TaxWise Desktop.  
 

3. Click Close.  
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Export Returns 

TaxWise online gives you the ability to export your return data and those files can be used in 
TaxWise Desktop.  The export file will be password protected and encrypted.  An email 
containing the password will be sent to the email address on file for the Admin user.   
 
To export returns: 
 
1. Log in as the admin user or a user with the administrator role.  

 
2. Click Tax Returns.  

 
3. From the View More Actions list, click Export Returns.  
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4. Select the return(s) to be exported, and click Export.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. TaxWise Online displays confirmation message stating that the selected returns will be 

exported, and that you can view the progress of the return export, on the Export Returns 
Status page. To proceed to the Export Returns Status page, click OK.  
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 You can access the Export Return Status page from the View More Actions menu.  

 
 

 
 
 
 
 
 
 
 

 
6. TaxWise Online displays the Export Returns Status page, were we see that the progress on 

the Export is still Pending.   
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7. Once the process is complete, you will see the ZIP file of the exported returns, and the 
status reflects Complete.  

 
 

 
 
 
 
 
 
 
 
 

 
8. Remember that the exported returns are password protected.  When the export is 

complete, an email containing the password will be sent to the Admin User’s email.   
 

 

 
 
 
 
 
 
 
 
 

9. From the Export Return Status page, do one of the following:  
 Click the file name to download the file. 
 Click Close to exit. 
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 The exported file will be available for download for 5 days or until a new Exported Returns 

session is initiated.  
 

Audit Log  

TaxWise Online allows you to track certain changes within the return.   
 
To access the Audit log: 
 
1. Log in as the admin user, and click on the Tax Returns tab.  
2. From the return list, select the return(s) for which you want to see the audit log.  
3. From the View More Actions list, click Show Audit Log.  
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4. TaxWise Online displays the Audit log page. Here you will see the audit changes made for 

the selected return(s).  
 

 

 
 

 
 
 
 
 
 
 

5. From the Audit log dialog box, at the top right, you can do: 
 Export the content to Excel 
 Search  
 

 

 
 Audit log feature enhancements are coming for the 2020 Filing season.   Please look out for 

the Enhancements course that will be available in December 2020.  

Export Return List 

The return list on the Tax Returns tab can be exported as a .csv or .xls file.  
 
To export the return list: 
 
1. Log in as the Admin or a user with the Administrator role or ExportGrid role, and click on 

the Tax Returns tab.  
2. Select the tab representing the view you want to export.   
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3. From the View More Actions list, click Export Return List.  
 

 

 
 
 
 
 
 
 
 
 
 
 

 
4. Select if you want the return list exported n CSV or XLS format. For this lesson select XLS.  
 

 

 
 
 
 
 

 
5. TaxWise Online displays in the lower left hand corner, the file that is being generated as 

part of this export.   
 

 

 
 

The tax preparer can now open this return list in excel and review it.   
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Reports  

TaxWise Online contains some reports to assist you in monitoring your business and managing 
your clients. To view these reports: 
 
1. Click the Reports tab. 
2. Click the Generate link for the report you want to run. 

 
3. TaxWise Online indicates the report is now pending. 
 

 
4. When the report is ready to view, click the Download icon to open the Excel file. 
 

 
 The Administrator can access additional reports from the Solution Center.  For additional 

information see the respective lesson that is part of the Working with Wolters Kluwer 
course.  
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