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Create Preparer Account 

o Click CREATE TAX PREPARER ACCOUNT . 

o Choose CONTINUE if a preparer account is correct for your circumstance. 

o Create a username and password. (at least 1 upper case letter, 1 lower case letter, 1 number 

and between 6-20 characters total) 

o Fill out all required fields and choose SIGN UP at the bottom of the page once 

completed. 

o An email will be sent to you, to confirm account creation. Follow the steps within the email to 

finalize account creation. 

o Congratulations! Account setup is complete.  

Connect to an Existing Client Account 
o If the client already has an account set up in FileLocal, you can request permission to manage 

the account. Before you begin, you need to know the email address the client uses on the 

account. 

o Log in with the username and password you created when you set up your tax preparer account. 

o Choose ADD EXISTING ACCOUNT  

o Enter the client’s email address that is associated with their FileLocal business account and 

choose SEARCH . 

o Any business account with the email address entered will appear under Existing User Accounts. 

o Select the client’s account(s) using the checkbox in the left column, then choose 

REQUEST TO MANAGE . 

o An email message will then be dispatched to the business account’s email address, with your 

request to manage the account. The business account will appear as PENDING in your client list 

until approved. 

o The email message will inform the client of your request and provide a unique confirmation 

code. The client must click the link to log into their business account then enter the confirmation 

code to approve your request. 

o Once the client approves your request, the PENDING status of the business account in your 

client list will change to a Select option. 

o If the client’s account remains in PENDING status for an extended period, consider contacting 

them directly to determine why approval has not been granted. You can cancel or re-send 

approval requests directly from your preparer account. 

 



Create a New Client Account 
o If the client does NOT already have an account set up in FileLocal, you can set up the account. 

Before you begin, you will need to know the client’s email address that they want associated 

with their FileLocal account. 

o Log in with the username and password you created when you set up your tax preparer account. 

o Choose ADD NEW ACCOUNT .  

o Read the Adding a New Client Account information provided carefully to ensure that you need 

to set up an account. If you decide to create a new client account, choose CONTINUE . 

o Follow the prompts to create a business account using the client’s email address. 

o An email will be dispatched to the client to confirm account setup and to grant you permission 

to manage the account. 

o The client will need to follow the steps outlined in the email to approve the request to manage 

their account. 

 

Working With a Clients Account 
o Log in with the username and password you created when you set up your tax preparer account. 

o Your client list will be displayed. Click Select next to the client you want to work with. 

o The Portal will navigate into the client’s account, showing your username and the client’s 

username in the black banner at the top of the screen. 

o When you are finished working in a client’s account and you want to return to your preparer 

account, click Go To Preparer Account on the black banner at the top of the screen, 

alternatively, you can choose LOG OFF at the top right of the screen. 

 

Remove a Client From Your Preparer Account 
o If you no longer want to manage a client’s account, click Remove Link in your client list. 

 

 

  



 

 

FileLocal Support Desk

Phone: 225-215-0052
Toll Free: 1-877-693-4435

Email: filelocal@avenuinsights.com
 

FileLocal is a trademark of the Washington Multi-city Business License and Tax Portal Agency 

 


