
Tax Agents  & Accountants
Digitally Transform your Business



Future Proof your Business | Save Both: Time and Money
Get your clients to e-sign Tax Returns faster & safer

 Digital Signature will change your professional 
life and the way you do business.

 Authenticate your client’s identification and 
securely get digital signature on Income Tax securely get digital signature on Income Tax 
Returns.

Its safe… its fast… its simple.



What is this all about

Introduction to Digital Signature
• How Clients will sign while you work from home
• How you will Authenticate clients signature
• How the process will work when 

– Client– Client
– Tax Agent
– Tax Preparer
– Income Tax Return Lodger

all are at different locations
• How under the Tax Payer Charter you will maintain your obligations 

as a Tax Agent



Steps Involved in the whole Process

Setup
1. Register & Activate your Account
2. Create your Account
3. Add your Team TAX PREPARER & Tax Return LODGER

Tax ReturnsTax Returns
1. Add Taxpayers 
2. Upload Income Tax Return & Mark where Tax Payer has to sign
3. Signing Process with OTP Authentication 
4. Income Tax Returns Storage & Court Approved Audit Trail 



Step 1. Register & Activate Your Account 
www.justsign.com.au

Visit www.justsign.com.au
and click on Start Free Trial



Step 1. Register & Activate Your Account

Steps
1. Enter your email address, answer a logical question and click on Activate Account
2. Email with activation link is sent to your email id. 
3. Click on link and enter your password
4. Your JustSign account is activated.



Step 2. Create your Account- Security

Your JustSign account has 2-Factor 
Authentication to secure your identity 
and account.

1. Account Password

2. Dynamic PIN through Google 
Authenticator via your mobile Pone

• Download Google Authenticator app on your mobile.
• Open the app and Scan the QR code – your JustSign account will appear on your screen
• Enter the PIN displayed on your mobile to login to JustSign securely



Step 2. Create your Account – Your Details

Create your Profile

1. Go to Document Manager upon login
2. Click on My Details
3. Enter User details and company details.
4. OTP is sent to your mobile number to authenticate you 
5. Enter OTP and your account details are verified



Step 2. Create your Account – Signature Setup

Your Signature Setup

1. Click on My Details and click on Signature Set up

2. You have 3 options to set up your signature

a) Upload a signature from your system

b) Select System generated signatureb) Select System generated signature

c) Draw with mouse



Your Team
A real life situation

People Involved in Lodging Income Tax Return

Alex - Financial statements & Income Tax Return preparer

Mary – You as the Tax Agent – Approving the lodgement – Sign Income Tax 
Return

Scott - Admin Staff – who lodges the income Tax Return 
Plus
Client – who has to approve and sign the income Tax Return



Step 3. Create your Account – Add your Team 



Step 3. Create your Account – Add your Team
– Tax Preparer & Tax Return Lodger

How do Staff members join : 

Your Team ( Alex - Tax Preparer & Scott – Admin Staff)  will receive an email to join as Staff account

Alex clicks on “Join” button and signs up to register and activates his staff account 

Alex logs in to his JustSign account, creates his user profile , sets up his signature and proceeds to 
Prepare Document for Signing.Prepare Document for Signing.



Financial Statements and 
Income Tax Returns

Client sends information to the Tax Return Preparer and assume 
the Financial Statements & Income Tax Returns are now ready 
(by Alex) in pdf format and have to be signed by the client and by 
the Tax Agent (by Mary) and then lodged (by Scott)the Tax Agent (by Mary) and then lodged (by Scott)

To be sent by: Tax Return Preparer (Alex)
To be digitally Signed by: Client & Tax Agent (Mary)
To be Lodged by: Admin Staff (Scott)



Step 1. Tax Returns – Client to be added

Process

From Document Manager > Add Signers>

You can add unlimited signers by either entering 
them one by one or import from a provided CSV them one by one or import from a provided CSV 
file from your Tax Software.

Alex (Tax Preparer) adds his client John as Tax 
Payer.



Step 2: Upload ITR & Mark where Tax Payer has to sign

- Alex clicks on Just Others

He selects who will sign 
documents from the list:

• John Tax Payer (Client)
• Mary Tax agent

Select option against each 
signers – Sign or Receive a 
copy

John (Tax Payer) and Mary 
(Tax Agent) will sign 
Scott (Return Lodger) will 

Alex can add the tax return  by 
either:

• Upload document from his 
computer – Already saved for 
Tax Software
or

Once the Financial 
Statements & Income Tax 
Returns (Max 10 
documents) are uploaded, 

Alex clicks on ‘Proceed to 
prepare document’ – this is • Mary Tax agent

• Scott ATO Lodger)
Scott (Return Lodger) will 
only receive a copy to lodge.

or
• Import document from cloud 
– if saved on Cloud Drive

prepare document’ – this is 
where he has to mark who 
has to sign where



Electronic Lodgement Declaration is required to be signed 
by the Tax payer and Tax agent.

Alex can drag fields on multiple pages for signature as well.

Step 2: Upload ITR & Mark where Tax Payer has to sign

How To Prepare a Document for Signature

Click and Choose multiple 
Documents

45

Click on respective 
signers and drag the 
desired field.

Drag the Signature  
Box to the correct 
location of the 
Income Tax Return

1

2

3

45



Select the level of Authentication 
required 

• Sign via email / SMS / Face to 
Face
• Sign by drawing or chose Font
• Signer to upload photo id

Additional authentication can be 
set for signer:

For e.g: - Alex has requested 
John to verify with OTP on 
mobile.

Email 
Message or 
if Sending by 
SMS can be 
Edited 

Step 2: Send to Signers to Sign Income Tax Return

1
3

Extra Documents
which do not need 
Signature can also be 
uploaded which will go 
as an attachment to 
the Email

5

Alex can set priority signing : John Tax payer will sign 
first Mary Tax agent will sign after John 6 – Click to Send

2. Drag & Drop

1
3

4



John (Tax payer) receives an email to 
sign Tax Return from Alex.

John enters verification code from his email

Step 3: Signing Process with OTP Authentication
How Taxpayers Sign 

John clicks on Accept to proceed

John enters OTP sent to his mobile as further 
verification



John uploads his medicare card (as 
requested by Alex (Tax Preparer) by 
clicking the link below 

Step 3: Signing Process with OTP Authentication 

Income Tax Return is then Displayed
To John for Signature



John clicks on agree to 
sign the document

John can set up his 
signature by either –
Uploading from system 

Step 3: Signing Process with OTP Authentication 

Uploading from system 
OR
Draw with mouse OR
Select  default Font .

This feature can be 
selected by Sender.

For e.g:
John selects default Font 
and Saves signature and 
proceeds to sign.



Face to Face Signing

What is face-to-face signing?

• This type of signing is where the sender of the document (Tax Return 
preparer and the signer (Client) are in the same room

• Sender prepares an Income Tax Return in front of the client – the client • Sender prepares an Income Tax Return in front of the client – the client 
reviews it and signs it there and then

• This happens typically in a H & R Block or an ITP scenario – where the 
client visits the Tax Agent office

• A One Time Password (OTP) is sent to the client on his mobile to  
Authenticate that the signer is the one (with his mobile) at the time of 
signing to ensure it is proven in court on “Who signed” the income tax 
return



Signing Process with Face to Face Authentication 
Alex (Tax Preparer) can drag Face to Face Signing in 
John’s (Tax Payer) signing panel. 

SMS with OTP is sent to John’s mobile. SMS script can be 
edited

Alex can set priority signing : John Tax payer will sign 
first Mary Tax agent will sign after John

3. Click to Send

2



Signing Process with Face to Face Authentication
1. John receives SMS on his mobile with the OTP –
John enters the OTP on Alex’s system as John is 
signing Face to Face with Alex.

5

3. John clicks on 
‘Signature on page’ 
button to view 
signature requirement 
on multiple pages

The document is now 
sent to Mary (Tax Agent) 
to sign.

2. Income Tax Return is 
then displayed
To John for Signature

4. John clicks on ‘click 
here to Sign’ tab and 
signs his ITR 
declaration



How does the Tax Agent sign

1. Mary (Tax Agent) receives an email to Sign the Tax 
return already signed by John (Tax payer)

2. Mary accepts to sign the Tax return by clicking on ‘Accept’ 
button and enters the OTP received on email



How does the Tax Agent sign

4. Mary clicks on 
‘Signature on page’ 
button to view 
signature requirement 
on multiple pages

3. Income Tax Return is 
then displayed
To Mary (Tax agent) for 
Signature

5. Mary clicks on ‘click 
here to Sign’ tab and 
signs her ITR Lodgment
declaration



Document Signing is complete
All parties (Tax preparer, Tax payer and Tax agent) receive the confirmation email that the 
document is completed with signed document and completion certificate.



What happens when Everyone signs

• The Client gets a completed Income Tax Return 
emailed to him with everyone’s signature

• The Tax Agent gets a completed ITR
• The Admin Staff gets a copy of the ITR signed by the • The Admin Staff gets a copy of the ITR signed by the 

Client and the Tax Agent
• The completed income tax return moves to the 

Completed folder
– The completed folder can have sub-folders



Certificate of Completion signed by all parties
Completion Certificate consists of important information of sender and signers like : Name, Email address, Mobile No, IP Address, Signing 
date and Time, Document Name and most importantly their Signatures.



Audit Trail
Audit Trail of the ITR  document signing 
is available for legal ratification, if 
needed.

Audit Trail contains step-Audit Trail contains step-
by-step activity trail of the 
entire ITR document 
signing process with exact 
date and timestamp of 
each activity.



Our Prices – Just Sign



Just sign free if you buy Vouchers from 
Trustdeed.com.au or use our audit software





For further Enquires
Please visit our website: www.justsign.com.au

Phone  - 0296844199
Email  - sales@justsign.com.au
Online Chat - www.justsign.com.au


