Gilmore & Company LLP: Authorizing A Representative Instructions — For a Personal Account

To authorize a representative online, you must already be registered with My Account. If you are
already registered, please skip to STEP 1 below. If not already registered, please see the following
instructions:

- To get started, click on the following link: https://apps8.ams-sga.cra-arc.gc.ca/gol-
ged/awsc/amss/enrol/start?prog=mbsl

- Enter your social insurance number.

- Enter your date of birth.

- Enter your current postal code or ZIP code.

- Enter an amount you entered on one of your income tax and benefit returns. Have a copy of
your returns handy. The line amount requested will vary, it could be from the current tax year or
the previous one. To register, a return for one of these two years must have been filed and
assessed.

- Create a CRA user ID and password.

- Create your security questions and answers. You can also decide if you want a persistent cookie
added to your computer, so you can access CRA sign-in services using that same computer later
without being asked for more identification.

- Enroll in mandatory multi-factor authentication by selecting your preferred method (telephone
or passcode grid)

- After you complete the above instructions, you will have access to limited tax information on
My Account. After you enter your CRA security code, you will have access to the full suite of
services available in My Account.

0 The CRA security code has an indicated expiry date. Follow the provided instructions
before the code expires, or you will have to contact CRA to have a new CRA security
code issued to you.

0 If you choose to have the code mailed, CRA will mail it to the address they have on file.

- Once you received your code you will need to access your account. Return to the My Account
login: https://www.canada.ca/en/revenue-agency/services/e-services/e-services-
individuals/account-individuals.html, select "CRA sign in," and enter your CRA user ID and
password. When prompted, enter your CRA security code.

Once your My Account has been created, please see the following instructions to authorize Gilmore &
Company LLP as your representative:

STEP 1:

Log into your My Account. Here is the link to log in: https://www.canada.ca/en/revenue-

agency/services/e-services/e-services-individuals/account-individuals.html

STEP 2:

Selected “Profile” on the left-hand side of the screen
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STEP 3

Under “Authorized representatives”, click “+ Add”

Authorized representative(s) | + add | , Edit

Deleted/expired representative list

Confirm pending_authorizations

STEP 4:

Under “Authorize a representative”, select “Start”

Authorize a representative

@ Before you begin
This authorization allows your representative to deal with the CRA by internet, by telephone, in person, or in
writing.

Your representative will have access to all tax years as our online service does not yet have a year-specific
option,

STEP 5:

Fill out the information about your representative, Gilmore & Company LLP, then click “Next”
Our Business Number is: 115067001

@ Enter representative information

Fields marked with an asterisk ( * ) are required.
To authorize a representative to deal with the CRA on your behalf enter:

= the representative identifier (ReplD); or
= the group identifier (GrouplD); or
* the business number (BN) of a business. If you enter a BN, you are authorizing CRA to deal with anyone

from that business.

* ReplD, GrouplD or BN

115067001 & Edit

The following representative has been identified:

GILMORE & COMPANY
BN: 115067001
Phone number: 905-602-8009

Fax number: 905-602-8011
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STEP 6:

Enter the following for representative authorization, then click “Next”:
- Please select a level 2 authorization for Gilmore & Company LLP
- Please select yes for online access
- Please leave the expiry date field empty

Note: There are three levels of authorization you can give a representative on your business account:
- Allow access to information only (level 1)
- Allow access to information and to make certain account changes (level 2)
- Delegate authority and allow access to information and to make certain account changes (level 3)

© Enter representative authorization
Fields marked with an asterisk ( * ) are required.

*
Authorization level @

() Level 1- Allow the CRA to disclose information to your representative about your account

@ Level 2} Allow the CRA to disclose information to your representative and make changs to your account

*Online access

O Mo

Expiry date (optional
If no expiry date is selected, the authorization will be valid indefinitely

| a
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STEP 7:

Review the information and submit your request.

If you have any issues with the My Account or Authorize a Representative processes above, please see the following helpful
website links or CRA contact number:

How do I register for CRA My Account: https.//www.canada.ca/en/revenue-agency/services/e-services/cra-login-services/cra-

user-password-help-fags/reqistration-process-access-cra-login-services.html#hlpla

How to Authorize a Representative: https.//www.canada.ca/en/revenue-agency/services/tax/representative-
authorization/how.html

CRA Personal line number: 1-800-959-8281
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