
How to start as a CSA
Preparer’s need to make sure they are picking the Started CSA return



555-55-1212

First example is Customer who has been with Jackson Hewitt in the Past and has a LYS file  
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Before you start entering information-
Look down at bottom of screen – Take the Receipt
Number and write it on the top of the
CUSTOMER DATA SHEET



At this point start scanning documents
• Drivers License
• W2’s
• 1099’s
• ALL DOCUMENTS CLIENT HAS



As a CSA-You can enter W2 information only. 
You will at this point go through the documents and do the data entry 
Required 



This is at the end of the interview- You can’t go any further.   At this point you will message the 
Help Desk the following-   “CSA start- please hold”



Once return is open, CSA will enter all personal data and w2 information.  
After everything is entered the return will be placed on hold. It is imperitaive

That the CSA go all the way to the end where the hold is forced and not put it in a hold status prior to that point

Please teach CSA to message Help Desk-
“CSA start-please hold”
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2nd example:  NEW CLIENT

SMITH
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2nd example:  NEW CLIENT



Before you start entering information-
Look down at bottom of screen – Take the Receipt
Number and write it on the top of the
CUSTOMER DATA SHEET



At this point start scanning documents
• Drivers License
• W2’s
• 1099’s
• ALL DOCUMENTS CLIENT HAS



As a CSA-You can enter W2 information only. 
You will at this point go through the documents and do the data entry 
Required 



This is at the end of the interview- You can’t go any further.   At this point you will message the 
Help Desk the following-   “CSA start- please hold”
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