Portal Quick Start Guide
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We use SecureFilePro powered by Drake software as the safe and easy way to upload and download documents.

1.

2.

3.

Upon portal setup, you will receive an email link that you must use in the first 48 hours. If the link expires, call our office to
resend it to you. If you did not receive the link, check your junk mail. If you still do not receive your link, we can resend it.

Follow the link to create a password. See email sample below.

Fromc np-raply@securefleprs com 8

Sent: Thursday, Januacy 11, 2018 10:34 AM

To: Tax Data

Subject: You bave 3 new Associates in Accounting, CPA partal

A portal has been created for you by A i in A nting, CPA_ Your username s TaxData

To access your fle(s), click the knk below.

hetps Jassociptesnaccountngepa securefilepro comPink =k 7zbhidz2hntvyys 1 pSyjowpro3Setop
of copy and paste the boi v20 the address bar of your browses. THIS LINK WILL EXPIRE IN 48 HOURS,
leportant Instructions

When the naxt window appears, please enter the last four digts of the SSN or EIN. or PN issued by sendet

Create a passwoed for your azcount The password must COMMN an UPPer Case Miter, 3 lower case letter, & number, and a specal character (such as 1. 2. §, el )
Chek the Submet bumton. The Sign In screen Gaplays

Enter your usemame and passwoed and chck the Sign in button

When the hosne page displays, notice the My Foldes meny 10 the left

Chck Docoments from Prepares,

In the sght wedow, your documents should appear Cick the Download lnk for a document

Select 1o open or save the fle

M you select Save, folow the scemal procedurs you use when savng a file 10 your computer

[ T S

To submt 3 document 10 yOur preparer

Chck the Documents %0 Preparer bnk under the My Folder section

In the nght wadow. chck the Upload knk

Chck the Select button %0 search for the fle you would bke to upload

The fide should deaplay under B button. Chck the Upload betton

The file wil display i the nght wadow You have the opportundy at this Sme 10 rename or delete the file if necessary
Your peeparer will be notdied that a fle i ready for downloadng froem you

OV N

If you harve any Guestions, pledse CONLACT your 1ax prepares

In the future you can access the portal from our website AssociatesInAccountingCPA.com. On our website click the black

box that says Client Portal. See Portal Sign In page below.
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Portal Sign In

Username

Pasverud

F gl usermame of pasywert s

ooyt © 2010 Drabe SoMwarn Al ngiis remerved

If you forget your password, please click on Forgot username or password to reset. We do not have access to your password.
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Uploading Documents

1. Click the Documents to Preparer file on the left. Then click Upload underneath Public Home.

o Wompwicone

I Do umants Trom Praparss 1] L Son |By Dale W
I e uments 1 Preparsr e e

ASSOCIATES W v 15000 @ i
HACCOUNTING c¥4 o Tax Dt

Gatting Started

wiad Docmments lrom Prepaner of the Public S5chon o v fes salable o download

ibeled Docaments to Preparer io upioad fles 1o your @x prepan

Public

2. AFile Upload box will appear which allows you to upload documents from your computer.

File Upload

Select files(s) then click Upload
Max. individual file size S00Mb

Select file(s)
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3. Once you have selected a file, click Upload in the bottom left of the box.

File Upload

Select files(s) then click Upload
Max. individual file size S500Mb

Select file(s)

£% Uploading Files 1/1

Files For AlA.docx

4. Once upload is complete, you can see your uploaded files in the Documents to Preparer folder. Our office automatically
receives an email notification after files are uploaded. You do not need to notify us.

e ASSOCIATES ® Home Sign Out @ Help
IN ACCOUNTING CPA Hello Tax Datal

My Folder # Client Home » Documents to Preparer

I Documents from Preparer Upload  Folder Actions ag Sort (ByDate v
& Documents to Preparer

Batch: [ it Upload files for your preparer here.
)| Files For AlA.docx Download [ Delete
10.0 KB Added: 1/26/2018 2:11:03 PM Expires: D7/26/2018

Public

Copyright © 2012 Drake Software. Al rights reserved.



Downloading Documents

1. Click the Documents from Preparer file on the left.

‘ ASSOCIATES
N ACCOUNTING c#

Cuvroer————— 0 ot o

I Documents from Praparer
I8 Doxuments 10 Preparer

Public

a e

Getting Started

curnents from Peeparer of Ihe Public s2c8on 1 view |

@ foider lataled Documents to Preparer 1 upioad fles 10 yoor B prapaner

_— rare eteais A
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2. You will see documents that have been uploaded by AIA. First download the document with Client Copy in the title. To
download the file, click the blue Download link to the right of the document name. If the document does not open

3.

automatically, check your downloads file on your computer.

e ASSOCIATES
WACCOUNTING °P

My Folder # Client Home » Documents from Preparer

& Documents from Preparer

I Documents to Preparer

# Home Sign Qut @ Help

Hello Tax Datal

Public

(1] Folder Actions g Sort |By Date v
[ Batch: Downioad files from your preparer here.
[J -] 2016 Tax Return Documents (Data, Tax - Client 0 Download

Copy).pdf
1.6 MB Added: 1/26/2018 2:43:31 PM Expires: D7/26/2018
[ [< 2016 Payment Voucher (Data, Tax).pdf A Download
20.0 KB Added: 1/26/2018 2:39:38 PM Expires: D7/26/2018
(] [ 2016 Tax Data's OL-3 (Data, Tax).pdf Download
469.0KB Added: 1/26/2018 2:38:15 PM Expires: D7/26/2018
[ [ 2016 E File Documents (Data, Tax).pdf Download

TOKB Added: 1/26/2018 2:3513 PM

Expires: 07/26/2018

Copyright © 2012 Drake Software. Al rights reserved.

In the first couple of pages of the Client Copy document is a client letter. This letter explains the work we have done for you
and any further action required by you. All documents expire out of your portal 6 months after the added date. Please
download documents in a timely manner.



