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Authorized User Guide For Bulk Filing

Note: Administrator access is required to execute these steps. 

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. This document contains 
instructions for the tax administrator to grant your access for the bulk upload function. 

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. 
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Administrator – Update Access
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 User
From the Manage Authorize Users page, the Administrator will select the Authorized User you 
wish to update account access for by selecting the User ID.
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User Details
Select from the list of available Taxpayers, the accounts 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 Authorizations
From Account Authorizations select the Account Functions option for the  
WITHHOLDING/RECONCILIATION account type.
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Account Functions
On the Account Functions page, check the box labeled Upload Tax Documents in Bulk. Then 
click OK. 
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User Details
After you have updated the Authorized Users account functions access you will be returned to the 
User Details page. Click Save to save your updates.
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Changes Saved Successfully
After you have successfully updated access for the Authorized User you will see a confirmation 
message. Both the Administrator and Authorized User will receive an email confirming that 
authorizations have been updated. 



Authorized User Guide For Bulk Filing 10

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. See the W2/1099 Bulk Upload Guide for additional instructions.
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MARYLAND TAX CONNECT

For additional assistance email us at 
MDTAXCONNECTHELP@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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