
Our team will initiate the e-mail of e-delivery request to 
the recipients with e-mail address in their information.

This is an example of the e-mail that the recipients will 
receive.



1. Provide email and last 4 digits of 
your SSN or EIN

2. Click Send email

Recipients will select the link in the 
e-mail to be redirected to this site 
where the process for creating an 
account starts



1. Recipient Account Setup email sent to the recipient’s email.
2. Click the link provided.



1. Create and confirm Password
2. Click Create Account.



1. Select “I wish to receive my 
statement electronically”

2. Click Submit.



1. The Recipient choice has been saved. 
You will receive a confirmation email 
(see next slide)

2. Click Proceed to go to Tax Forms 
Reporting for recipient page.



Copy of the E-mail recipients will 
receive once they OPT – IN to
E-Delivery of their forms



1. Provide email, last 4 digits of 
your SSN or EIN and 
Password.

2. Click “Log In”.



1. Click “Proceed” button.



1. Click on “Print Copy B” or “Print 
Copy 2”.

2. The selected image will be 
available as a PDF.

3. Recipients are able to print the 
forms from the PDF Image

4. Records are accessible One year.


