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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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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. 
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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
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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.
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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. 
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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.
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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.
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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. 
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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.
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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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