
Quick Reference Guide
Processing & Delivery 

safesend.com



Click Upload:
Based on your
firm’s tax
software



1. Drag return
into box

2. Select
ERO/Signer

3. Click Submit



1. Click to Process return



1. Confirm that 
Refunds & Payments 
Due are accurate

2. Enter and confirm
email address
(mobile number can be
entered here if firm is
using MFA)



1. If any payments do 
not produce 
vouchers, add them 
in them here



1. If additional 
documents need to 
be e-signed upload 
them

2. Add Signature Fields



1. Verify Voucher
Details

2. Remove $0 vouchers 
if needed 



1. If an invoice is 
included with the 
return, enter the 
amount

2. If an invoice needs
to be uploaded from
another program,
select “Replace
Invoice” and upload



1. Add additional
documents to the
return package as
needed



1. Verify messaging is
correct and review 
options through tab

2. Click “Finish”



1. Send for review if 
needed

2. Select “Deliver to
Client” to send
return



Questions? 
Contact our Support team at 

support@safesend.com or 855-818-3552.

mailto:support@safesend.com
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