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Manage Authorized User For Bulk Filing

Note: Maryland Tax Connect Administrator Account is required to execute
these steps.

This document contains instructions for the Tax Administrator to grant users access to the bulk
upload function.

Bulk filing for a single business account: If you wish to bulk upload withholding reconciliation
information for an authorized business, you should contact the businesses tax administrator to be
granted access for the bulk upload function. If you are using this option, it is important that you ONLY
upload information for the business you are authorized on.

Bulk Filing for multiple business accounts: If you are an authorized user but wish to bulk upload
withholding reconciliation information for multiple businesses, you will need to register as a Transmitter
User.

Refer to the Transmitter User Guide for step-by-step instructions on how to register.
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https://mdtaxconnect.gov/rptp/portal/home/register-transmitter/!ut/p/z1/jY9Bb4JAEIV_Sw97ZZ6IxHpbTIMlGhMbCt1Ls9ot2MDuZl2JP19CPRlLOqeZl-99yZCgkoSW3bGS_mi0bPr7Q8SfMx7Fq9cU4XPyAsTLPE4mu00IgIoBwB_DQeI__RFAjOsLEgMynWOZrhBmaf4Wgm95Hr3zrN-iGzDiyEhUjdn_vsv1fjqvSDj1rZxywdn1ce29PS0YGNovLy8Ho7U6-KAyHYOz3jJY47xsGGrTqkea2pw8lfdtsm1e4mfWdGv-dAVjxb4w/dz/d5/L2dBISEvZ0FBIS9nQSEh/

Administrator Profile Information

Login to your Administrator account to grant access to an Authorized User for bulk uploading. Once
logged into your account. Select Manage Authorized Users from the Profile Information menu.
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View Account Information

Welcome, Tom

User Profile
You have @ incomplete documents. nce # Last Period Filed
You last legged in on $0.0
Monday, 01/13/2025 07:53 AM Cemmunication Preferences
Vour password will expire in 60 day(s). Go to Profile Information 30,00
Prefile to change your password. :

My Profile

| < - > M

User Profile Summary Add a Tax Account

Manage Authorized Users

| his taxpayer has no outstanding debt.

Account Information

MTC LLC

45 CALVERT 5T

ANMAPOLIS, WD 21401-1224
UNITED STATES
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Manage Authorized Users

From the Manage Authorize Users page, the Administrator will add or select the User ID of the
person they granting Authorization to.

This page allows you, for each taxpayer for which you are the Authorized Administrator; to designate one or more individuals as Authorized Users for the purpose of viewing and/or modifying account information, and executing one or more account functions based on

specific permissions you assign them. A Authorized user is someone other than an employee or officer of the taxpayer (for example, an accountant or attorney).

the Tax Account[s] selected; and in order perform any Taxpayer Functions selected.

Add New Authorized User
Search:

§ User Name § User ID + Taxpayer Name + Effective Start Date § Effective End Date “ Status

Jane Doe Authorized123 MTC LLC 07/01/2024 Active

Showing 110 1 of 1 entries K « - >
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Add New User Authorization

To add a new Authorized User, the Administrator will enter the User ID and Registration
Confirmation Number. Example: Bobdoe24/TU00000001742

Profile Information / Manage Authorized Users

New User Authorization @ * indicates required field

Add a new Authorized user.

Note: Authorized Users must already have a valid web portal account.

* User ID bobdoe24

* Registration Confirmation Number TUOD0D0001742

Cancel
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User Details

Select from the list of available Taxpayers that you want to update access for. Then proceed
to the Account Authorization options. NOTE: You should only upload files for these specific
accounts.

User Details @

View Profile History

User Information Contact Information
First Name zns Daytime Phone  (410) 250-700C
Last Name Do Extension
UserID Aut Mobile Phone
Last Logged On  07/13/2025 08:08 AM Email portaltest@marylandiaxes.gov

Taxpayer Authorizations

View

TE e FEIN: 0C-123x0x s o g o E Authorize Manually
MLSIN e i Taxpayer Functions Account Authorizations

“ Taxpayer Name s 1D *  Start Date End Date Assignments @

Apply a Template Vv

IU
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Account Functions

On the Account Functions page, you can grant the New User full access by selecting the check

box under Assign or select individual functions. You must check the Upload Tax Documents in
Bulk to upload W2/1099 information.

ormation | Manage Author

|Account Functions @ |

Check the checkboxes below to enable this user to perform the selected account functions on behalf of this Taxpayer.

User ID  Authorized123 Taxpayer Name MTCLLC

User Name  Jane Doe Account Type WITHHOLDING

Account ID  CRN: 35664868
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Account Authorizations

Select the Account Type (Withholding/Reconciliation) and corresponding Account
Functions you are granting User access to. Provide effective start and ends then proceed to
next page. Note: Providing an end date is optional.

Profile Information / Manage Authorized Users

Account Authorizations @

Check the checkboxes below to enable this user to perform the selected account functions on behalf of this Taxpayer.

User ID Authorized123
User Name Jane Doe
User Authorization Start Date 07/01/2024
User Authorization End Date

Assign l
e Account Type § Account ID Account Information Effective Dates | § Assigned Function

Taxpayer Name MTC LLC

WITHHOLDING / FILING CRN: 35664868 YT et End AT Account Functions
Start
Add Date Range
WITHHOLDING / RECONCILIATION CRN: 35564868

01/01/2024 End DO Account Functions
=
Add Date Range

Start

K(.)H




User Details

After you have designated the Authorized Users account functions you will be returned to the User
Details page. Verify information then click Save to capture selections.

User Details @

View Profile History

User Information Contact Information

First Name Jane Daytime Phone (410) 260-7000
Last Name Dos Extension
User ID Mobile Phone
Email portaltest@marylandiaxes.gov

Last Logged On

Taxpayer Authorizations

Please select the checkboxes in the View column to assign the user read-only access to the selected taxpayers. Please select Taxpayer Functions and/or Account Authorizations to assign the user additional access to the selected taxpayers.

View
“ Taxpayer Name 1D Start Date End Date Assignments (2]

MTC LLC FEIN: 001235000 Authorize Manually:
o ! : 07/01/2024 E M/DLC g 7
Taxpayer Functions Account Authorizations

Apply a Template v




Changes Saved Successfully

After you have successfully granted access to the Authorized User you will see a confirmation
message. Both the Administrator and Authorized User will receive a confirmation email.

Your changes have been saved successfully.

Manage Authorized Users @

This page allows you, for each taxpayer for which you are the Authorized Administrator, to designate one or more individuals as Authorized Users for the purpose of viewing and/or modifying account information, and executing one or more account functions based on specific permissions you assign them.

A Authorized user is someone other than an employee or officer of the taxpayer (for example, an accountant or attorney).

order perform any Taxpayer Functions selected.

Add New Authorized User

# User Name § User ID # Taxpayer Name & Effective Start Date ¢ Effective End Date “ Status

07/01/2024 Active

Jane Doe Authorized123 MTC LLC
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Administrator/Authorized User Bulk Filing

Administrators and Authorized Users who have been granted access can bulk file withholding
reconciliation information by selecting File Bulk Returns from the Transmitter Transactions
menu. Reference the W2/1099 Bulk Upload Guide for additional filing instructions.

Home Profile Information- Account Inquiry~ Online Services~ Transmitter Transactions Secure Message Center-

File Bulk Returns

Welcome, Jane % s
View Transmissions

You have 0 incomplete documents.

You last logged in on WITHHOLDING/ CRIN 25554282 4 APOL 1D 214 4
Monday, 01/13/2025 08:08 AM FILING

Your password will expire in 60 day({s). Go to Profile Information WITHHOLDING/ CRN- 35554268 a AROL A a
User Profile to change your password

RECONCILIATION

Showing 11to 2 of 2 entries

User Profile Summary

TR —— Account Balances @

This taxpayer has no outstanding debt.

Account Information

MTC LLC
ANNAPCLIS, MD 21401-1994
NITED STATES
Select an Account
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WELCOME TO
MARYLAND TAX CONNECT!

You have now successfully granted access to an Authorized User for Bulk
Filing W2/1099

For additional assistance email us at efilew21099help@marylandtaxes.gov or
contact Taxpayer Services Monday-Friday, 8:30am-4:30pm. EDT
at 1-800-638-2937 or 410-260-7980.
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