
MEMORANDUM 

  FROM: Taylor Leibow LLP 
SUBJECT: Instructions for Authorizing a Representative for Individuals 

DATE: September 9, 2025 
  

Adding an authorized representative  
1. If you have not done so already, create a CRA online Account by following the memo “Instructions for 

Creating a CRA Online Account” 
2. Go to CRA’s login page: https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-

services.html    
3. Click “CRA user ID and password” and sign in using the User ID and password you’ve just created: 

 
 

4. Once signed in, you’ll see the following screen. Click on your “individual” account: 

 

https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-services.html
https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-services.html


 MEMORANDUM 

 - 2 - 

5. In the top left corner of your screen, select “Profile” (under Overview): 

 

6. On your profile, select “+ Add” beside an Authorized representative(s): 
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7. Click “Start”: 
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8. Enter in Taylor Leibow’s Group ID: GC4TN2 and hit “Search”. Make sure Taylor Leibow LLP shows up as 
the identified representative. Hit “Next”: 
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9. Select “Level 2” authorization, select “Yes” for online access, and check the box “Does not expire”. Hit 
“Next” once all selections are complete: 
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10. Review the information entered and ensure it agrees to the following screenshot. If it agrees, check the 
confirmation box and hit “Submit”: 

 

11. Print/Save a copy of the Authorize a representative – Confirmation for your records. 

You have now successfully added Taylor Leibow LLP as a representative to your account! 

 


