Password Reset Procedure

You are allowed three tries to enter the correct credentials (Client ID, User Name, and
password) when logging in to TWO. After three failed attempts your account will be
“locked”. If this happens, it is easy to reset your account for yourself without needing to
contact your administrator or Training Coordinator. The following procedure shows you
how to reset your account when this happens.

Note: There may sometimes be a long delay (10+ seconds) to get to the next step — be
patient.

1. Your account has been locked Screen

Your account has been locked.

Click Here to reset your locked account

Click the “Here” link.

2. Reset Password Screen

Reset Password

Client 1D:

User Name:

| Mewxt || Cancel |

Client ID: As provided by your Training Coordinator
User Name: As provided by your Training Coordinator
Then click Next button.

3. Answer Your Secret Question Screen

Who is your favorite cartoon
character?

Secret Question:

Secret Answer:

| Mext || Cancel |

Secret Question: The question you chose previously
Secret Answer: The same answer you provided previously
Then click Next button

Note: If you can’t remember your Secret Answer, then your administrator will
have to reset your account.

4. You have now reset your password...

The rest of this procedure is the same as the First Time Login Procedure.
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5. New Password Screen

What are the password rules?

New Password:

Confirm New Password:

Change Password Cancel

New Password: Make up a new password following rules
Confirm New Password Type new password again
Then click Change Password button

Note: Please remember your password!

Password Rules:

£ Authentication Rules -- Webpage Dialog @

|§. https://twonline taxwise.com/trainingl0/User/ Authentication E] Identified by VeriSign |

Passwords must meet certain requirements

Passwords must be at least eight characters long

Password must not exceed 100 characters

Password must contain at least one number

Passwords are case-sensitive. This means that if you create your

password with certain letters capitalized, you must always type

them that way

*+ Password cannot contain the user name

* Password must be unique to the Client ID. So, no two user names
associated with your office can have the same password

*+ Passwords expire every 90 days. You will be prompted to create a
new password

*+ Password cannot be any of the ten previous passwords

6. Password has been changed

Password has been changed

Continue

Click Continue
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7. Secret Question / Answer Screen

Secret Question: |FESERTEERT Rl o il -

Secret Answer:

[ Ok ][ Cancel ]

Secret Question: Pick a question from the list
Secret Answer: Type your personal answer
Then click OK button
Note: Unlike passwords (which cannot be re-used), you can use the same Secret
Question / Secret Answer every time.

8. TWO Home Page

R = TS ®x =

N

5
New  Open View | Seftings  Print TaxWise Help Blog  Hot Log Out
Return  Retun | Acks Checks | University Topics

Return Tasks

Help Center
£ Home
Search Knowledge Base:
, View
Accepted Returns
Active Returns
Paper Returns
Rejected Returns

6 General Help & Assistance
( )
&+ Pprogram Help * 2010 User Guide

* State Help * TaxWise Speedtest

[ @ Quick Reference

All Retums * 1040X Mailing Addresses * Report Descriptions
Search Returns: * IRS Forms and Publications * Talk Points for 2010
= IRS Publication 3189 = Business 1099R and Country Codes
* IRS Reject Codes * E-file Forms and Schedules
* IRS Seguence Numbers * Refund Cycle Chart

@ Print Returns
= Move Returns

* Publication 4012 * State Interviews

Tax and Accounting Association Sites

== * American Institute of Certified Public
Message Center Accountants * National Society of Accountants

* National Association of Enrclled Agents * Small Business Administration
* National Association of Tax Professionals

m

7 Publication Sites

* The CPA Technology Advisor * Web CPA
* Pub 1345 Handbook for Electronic Return
* CPA Magazine Originators

rs Government and Taxation Information Sites

* IRS Forms and Publications * Sodial Security Administration
* Eedworld * Tax Talk Toda:
* Puerto Rico Tax Site (Departamento de
*IRS Hacienda)
n: State Tax Sites
=% Alabama Department of Revenue A

C\‘ Social Security Administration
’% As a tax preparer, you may need information and help from the Social Security Administration. You may
contact the Social Security Administration by phone at 1-800-772-1213 or visit their website at

No action required — you’re done.

9. Celebrate — Success!
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