PORTAL USER’S GUIDE

LOGGING IN AND USER OPTIONS:

The Portal URL/website will present you with a login page where you can submit your e-
mail address and password > then click Login \
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Send me my Password

* By logging into your sccount, you agree to all Terms and Conditions and acoept the website’s Privacy Policy

A free application edition of this Portal Software is also available and can be downloaded
and accessed from any PC. There are three options for downloading the Portal App:

Option #1: Self-extracting EXE
» Option #2: Zip File
v Option #3: Cabinet File

*Note- the bottom of the login page displays download hyperlinks whereby if you choose
the option of accessing your Portal account via freeware Windows application, you can
install and run the application as an alternative to the Browser-based website.

FOLDER VIEWS:

Once logged in, one or more folders will appear which can be browsed through as well
as additional sub-folders. The site will display all main folders which you have been
granted security permissions to view.
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PASSWORD MANAGEMENT

Once logged in, you can change your password to the password of your choice by

[ Change Password ]

clicking the
password and confirm it:

button where you will be prompted to enter in a new

MNeaw Password |

Confirm Password

In the event you forget your password, you can revisit the main URL/website login page
again and click the link for Send me my Password and the system will e-mail your
password to the e-mail address associated to y7ur account.
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Once you browse to the bottom level/folder, the document icons will appear and contain
, dates, etc.):

the index information describing each file (Filename, type of docume

BROWSING, VIEWING, AND SAVING DOCUMENTS:

Title i

Document Type i ID I Filename I Dncument?éated I Document Modified I
B Jeromy Gensch /
IE) Tax /
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h 12/31/2007 /

B 12/31/2008 /

h 12/31/2009 /

b 12/31/2010 /
Tax | 135857 FinProjMd % meﬁd_xf_s 12/7/2010 10:31:00 AM
Tax | 105472 Tax Return 1040.pdf 2/3/2010 5:38:40 PM 6/22/2011 1:00:26 PM
Tax | 102335 | September Septemher.pdf 1/28/2010 2:10:28 PM 1/28/2010 5:35:58 PM
Tax | 143960 Tax Projection Tax Projection.pdf 5/22/2011 2:19:55 PM
Tax |149963 | Book2 Bl gookz it 6/22/2011 3:46:08 PM
Tax |149965 | Dec 3] - 6/22/2011 3:46:11 PM
Tax | 149966 statements % statements.xls 5/22/2011 2:46:13 PM
Tax | 149967 | Year Ending Year Ending.pdf 6/22/2011 3:45:15 PM

You can also view all of the folder structure (sub folder levels) in a single view by
clicking the Expand All button. To close the full expansion view, click Collapse All

Expand All
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By clicking the List View button > all folders will be removed and then display every
document stored in your Portal account in a Grid-style display called List View:

l Folder View ” Refresh ] [ Upload Document ]
Document Type ID Title Filename Document Created Document Modified
Tax 157812 w2 pdf 12}1:5\2011 3:24:55 PM
Tax 157811 B ochmvi v s 11,'21;%?11 10:51:33 PM
Tax 157810 2010 WP pdf 11.*21.*20\1 12:17:24 AM
Tax 149967 | Year Ending Year Ending. pdf 6;"22)'2011\:46: 15 PM
Tax 149966 | statements %ﬂ statements. xls 6/22/2011 SNE: iz PM
Tax 143965 | Dec 3 [P &6/22/2011 3:4\: 11 PM
Tax 149953 | Bookz ) pooks ot 6/22/2011 3:45&8 PM
Tax 149960 | Tax Projection Tax Projection.pdf &/22/2011 3:19: E\P‘M
Tax 135859 | statements %ﬂ statenents.xds 12/7/2010 lD:El:DA\AM
Tax 135857 | FinProjMd & finprojid xis 12/7/2010 10:31:00 1\4
Tax 105473 | WP-2009 WP-2000.pdf 3/3/2010 5:28:50 PM \
Tax 105472 | Tax Return 1040.pdf 3/3/2010 5:38:40 PM 6/22/2011 1:00:26 PM
Tax 105469 | August August.pdf 3/3/2010 5:38:34 PM \
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Note- In the List View display, you can sort the results by clicking the column headers
(A-Z or Z-A sorting) such as Dates, Filename, etc.

VIEWING DOCUMENTS IN THE PORTAL:
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A Organizer
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UPLOADING DOCUMENTS TO THE PORTAL

To upload one or more documents to the Portal: click the Upload Document button

[ Upload Document ]
[ Collapse All |

Document Type 1D I Title Filename I Document Created

The next page will display a list of categories to choose from which best classify the
document being uploaded:

CLICK ON OME OF THE BELOW CHOICES WHICH BEST FITS THE CATEGORY OF THE DOCUMENT FOR URPLOAD

Compilation - Write Up

Fayroll

Fermanent

Review - Audit

Tax

The next screen will display a box to enter in your own words a Further Description of
the document you are uploading, as well as a comment box to enter a comment (if
needed):

Further Description |

Comment

[ Select Documents ] [ Reset ]

Next, click Select Documents and then Browse for the document to be uploaded.
Note- you can select another document(s) in the same batch by clicking Browse again.
Once the file(s) has been selected and you are ready for upload > click Upload button.

FONT INDICATORS:



The documents listed in the Filename column will either have a font display of BOLD

font or Italics font. BOLD represents all documents uploaded to the portal by
accountants. ITALICS represent all documents uploaded by you, the Portal user:

& 12/31/2010
Tax | 135857 | FinProjMd E FinProjMd. XLS 12/7/2010 10:31:00 AM
Tax | 105472 | Tax Return 1040.pdf 3/3/2010 5:38:40 PM /2
Tax |102329 September September.pdf 1/28/2010 2:10:38 PM 1/2
Tax |149960 | Tax Projection Tax Projection.pdf 6/22/2011 2:19:59 PM




