Navigating your Client Portal.

Login to your portal account via our website.

@ Tip! Visit our login instructions if you need assistance.
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Clicking "ClientFlow" will show you a list of all folders you have access to.

AA TN
\
£28 Home @ Messages
Documents

B @
+, [ClientFlow Home I

Client Name =
_J CLIENT FOLDER EXAMPLE 1

___J CLIENT FOLDER EXAMPLE 2

Tip! If you need access to an additional folder, such as a business, that is not
shown, please contact our office.
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Under "Client Name" you will see each folder you have access to.
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| ‘\._J
222 Home @@ Messages
Documents

o
%, ClientFlow

ﬁ Client Name «
..,J CLIENT FOLDER EXAMPLE 1

.,-] CLIENT FOLDER EXAMPLE 2

@ Tip! You can sort these folders by clicking "Client Name".
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4  Click the folder you are wanting to view documents in.
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Documents
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%, ClientFlow
Client Name «

J CLIENT FOLDER EXAMPLE 1

_J CLIENT FOLDER EXAMPLE 2
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You are now viewing all documents inside of the folder clicked in Step 4.

88 Home @ Messages

E R TestUser @ Help
# / CLIENT FOLDER EXAMPL

& NetClient CS

Documents

B @ ®
% ClientFlow Home  Up  Upload
G 1040 INDIVIDUAL TAX TAX RETURN

a
TEST DOCUMENT 2024 0131 07/08/2024

Made with Scribe - https://scribehow.com



@ Tip! If you click on a document inside of the folder selected in Step 4 you can view,
print, or save that document.

A Alert! Documents that are published to you or that you have uploaded will be
listed here. Unfortunately, subfolders are not created separating these
documents. If you cannot find a document you are searching for, please contact
our office for additional help.

Since subfolders are not created for the documents listed: To separate

6 ; X . )
information for quicker access, you can click any of the headers to sort the
information.

LX)
£5E Home @ Messages § TestUser @ Help

& NetClient CS # | CLIENT FOLDER EXAMPL .
Documents lj _j)] ﬂ ¢ ¢ J’ ¢ Fm(l—l

% ClientFlow Home Up  Upload

File Section Document Type Description Year Period End Document Date
a

B 1040 INDIVIDUAL TAX TAX RETURN TEST DOCUMENT 2024 o 07/08/2024

@ Tip! We have found the most effective way to sort the information is by
"Document Date". This is the date that the document was published to your

portal.

Made with Scribe - https://scribehow.com



7 At the home screen, you will see in the top right-hand corner your first and last
name indicating that you are logged into your portal account.

9§\ Test User @ Help

itk ‘ ‘

Client Number

TEST

TEST2

8 Click "Test User", you will see a drop down, Click "Manage your Thomson Reuters
Account”.

9 TestUser @ Help

Manage your Thomson Reuters\Account

Log Out

Client Number

»

TEST

TEST2
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9 This is where you will find all of the option for updating and/or changing your
account.

@ Manage account

@ Profile details —— Edit profile @ Security details
Name Emall  Change email €€
Test User test@augustacpas.com
Preferred language Password Change password &
English (US) senssssanies
Two-factor authentication

Keep your account secure by verifying it with a secondary
code sent to your device.

Manage verification ) &€&——

10 By Clicking, "Change Email" (refer to step 9) you will see the following drop-down
option. Enter the new email address you would like to use and Click, "Save".

@ Manage account

® Profile details Edit profile & Security details
Name Current Email
Test User test@augustacpas.com

Preferred language Al fieids are required.

English (US) New email

— l

Retype new email

—| ]

o -

Password Change password

sessnasasnsees

Two-factor authentication [ Enabiea ]

Keep your account secure by verifying it with a secondary
code sent to your device.

Manage verification
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@ Tip! You may be required to authenticate that email address.

11 By Clicking, "Change Password" (refer to step 9) you will see the following
drop-down option. Enter the new password you would like to use and Click,
"Change password".

@ Manage account

® Profile details Edit profile T Security details
Name Email - Change email

Test User test@augustacpas.com

Preferred language Your new password must contain:
English (US) At least 8 characters In length

At least 3 of the following:
An uppercase letter (A-Z)
Alowercase letter (a-2)
A number (0-9)
A special character (@31, etc.)

New password

|

Confirm new password

Change password Cance
"

Two-factor authentication

Keep your account secure by verifying it with a secondary
code sent to your device.

Manage verification
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By Clicking, "Manage Verification" (refer to step 9) you will be redirected to this

screen. These are the MFA options that you have available to set up.

5 Enabled

k| Phone
Receive a text or phone call to complete

your two-factor authentication.

Number added:
XXXXXXXX6713

( — Remove number )

&' Recovery code

Lost your recovery code?

( Get new code

A

5 Enabled

Email

Your account email is automatically
enabled when any methed is added.

R @auguteRTesEeEes

More options

Q AuthO Guardian (our pick)

We recommend using AuthO, which adds
an extra layer of security using push
notifications.

A

( + Add app )

@ Other apps

Protect your account using the

authenticator app of your choice.

C + Add app

A

Q Phone

Recelve a text or phone call to complete
your two-factor authentication.

( + Add number

A
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Tip! You can set up multiple phones for verification purposes.

Tip! If you lost the recovery code you were prompted to copy when you created
and/or updated your account you can generate a new one here.




13 Click "Back to account" to return to the Manage Account box.

 THOMSON REUTERS®

(—i__lBack ;J:- account

% Manage two-factor authentic:

About two-factor authentication

Two-factor authentication adds an extra layer of security to your account. Once set up, you'll sign in to your ac
available. Learn more about two-factor authentication 7.

Manage methods

14  Click "Edit profile"

D Manage account

) Profile details EAit profile @& Security details
me o Email Change email

st User test@augustacpas.com

sferred language Password Change password

glish [US:' [TTIIITTTITITTYY

Two-factor authentication

Made with Scribe - https://scribehow.com



15 Here you can update your first and/or last name, as well as your language
preference. If you make any changes in the profile details box, be sure to Click
"Save".

® Manage account

@ Profile details & Security details
All fields are required. Email  Change email
Eirst name test@augustacpas.com
% ‘ Test | Password Change password
Last name
—-}‘ User | Two-factor authentication [ Enabed ]

Keep your account secure by verifying it with a secondary

Set default language code sent to your device.
Select your preferred language

Manage verification
_%\ English (US) v |

THOMSON REUTERS Terms of use Privacy statement

Clicking "Messages" will give you a drop-down and allow you to view all messages.
16 . . .
If any changes occur to your account details, you will be notified here.

222 Home @ Messages

Documents —
Loading D _QJ

% ClientFl

Client Name «

"J CLIENT FOLDER EXAMPLE 1

"J CLIENT FOLDER EXAMPLE 2
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17 You can click either home button and you will be directed to the main screen
(what you are seeing in the picture)

EE2 Home @ Messages § TestUser @ Help

& NetClient CS
Documents D -uJ F
4 ind.
% ClientFlow —
Client Name a Client Number
a
J CLIENT FOLDER EXAMPLE 1 TEST
__I CLIENT FOLDER EXAMPLE 2 TEST2

18 Tolog out of your account, Click your name, and "Log Out".

9 TestUser @ Help

Manage your Thomson Reuters Account

Log Out

Client Number

»

TEST

TEST2

Tip! Never stay logged into your portal account, especially if you are using a public
device or internet connection.
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Tip! Important, Confidential information is shared using this portal account- Keep
it as secure as possible!
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