Client Notes - Register & Browser Use

P LEIF E. PETERSON, CPA

To Access your Onvio Client Center Account:

1. Once invited, you will get an email that looks similar to this

Leif E. Peterson, C. LEP Consulting, PLC - Reqister Your Client Center Account - Reaister Your Client Center Accou 10:36 AM

2. Open the email and click Register Now
a. If onyour cell phone, you can also click the link to download the app and register from your phone

LEP Consulting, PLC - Register Your Client Center Account Inbox x & C

Leif E. Peterson, CPA <no-reply@envio.com 03 AM(6mintessge) Ty &

LEIF E. PETERSON, CPA

Register Your Client Center Account

Dear Andrea TEST,

Andrea Winkel at LEP Consulting, PLC invites you to register your Client Center
account. Registering enables you to share documents online with your accountant

After you register your account, you may log in from the Client Center login page.

Thank you for using Client Center, powered by Thomson Reuters Onvio

DOWNLOAD THE ONVIO MOBILE APP
Stay connected on the go

3. A browser will open, for you to create your password,
a. After Setting your password, click Register Now

Register Your Account

Account Information
First Name * Last Name *

Andrea o] TEST

Email (Thomson Reuters ID)
amgulvas0601@gmail com

Create Password

New Password * Showtyping  Password Requirements
"""" ® Your password must have at least 8 characters and 4 of the following

« Atleast 1 number (0-9)

+ Password is acceptable.

Confirm Password *

« Password is confirmed.

* Required Field

REGISTER ME

« Atleast 1 lowercase letter (a-2)
« Atleast 1 uppercase letter (A-Z)
+ Atleast 1 special character (punctuation):  ~! @# S £ %" & *
-+={}[\
_-+={}

Your password should not use:

®

« words from the dictionary
« your user ID
« sequential letters or numbers such as "abc” or "123"

That’s it!

You are now ready to access documents we share with you and securely send us your business documents

https://lepconsulting.sharepoint.com/sites/LEPHomeOffice/Shared Documents/SOFTWARE_APPS/ONVIO/Client Resources/Onvio Client Center -
Client Notes Register&Browser Use.docx
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To securely send us documents via a web browser

1. Login to onvio.us
a. https://onvio.us/#/

@ QuickBooks Login - Sic X | k4 Do Task #14830 Subjec X | h4 Do Task #15672 Subjec X Onvio X g2 NetStaffCS > Home > X | M Inbox (9) - amguivas0t X o+ - L4 e

¢ > ¢ (@ briowss QX GEG O :

i Apps Client Resources Training BANK LOGINS Office Software @ QuickBooks Login &l Aero Workflow Cert.. 8 Momma's ManEate. Walmart Grocen » Other bookmarks

2. Once Logged in, please do the following:
a. Click “Documents”
b. Toggle to the company you are trying to send documents for
i. This applies only to users that have access to more than one company

c. Click the for easier viewing

i. We recommend being in simple list view
d. Click “Client Uploads” folder

@ QuickBooksLe X | k4 DoTask#146: X | k4 DoTask#156/ X Client Center X g3 NetStaff CS >+ X | M Inbox (9) - am: X | &) Client Docum: X | @&l MylastPass v X | = - oA

&« C @ onvio.us/clientcenter/en/us/documents Q s”-n /] 'I'! ° H

i Apps Client Resources Training BANK LOGINS Office Software @) QuickBooks Login [ Aero Workflow Cert.. B Momma's ManEate... Walmart Grocery » Other bookmarks

LEIF E I')ETERSON CPA HOME DOCUMENTS o ANDREA TEST w
. ’

@ ——— ClientUploacs

DOCUMENTS

All Time ~

3 TEST Andrea
Name Associated Task Added By Modified §,

+ [E Financial Statements
No documents to display.

+ [E Compliance Reports

[J client Uploads

https://lepconsulting.sharepoint.com/sites/LEPHomeOffice/Shared Documents/SOFTWARE_APPS/ONVIO/Client Resources/Onvio Client Center -
Client Notes Register&Browser Use.docx
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To securely send us documents via a web browser (cont’d)

e. Click Add
x x x g x|m x x| @ x|+ - v oA
€« c Qax GEHE O
H Ap eso g [ BANKL 0 we @ QuickSookslogn [ AeroWorkdiowCert. B Momma's ManEate »
LE[F E PETERSON CPA HOME DOCUMENTS o ANDREA TEST w
- )
Q- Client Uploac
| Add Document
[J TEST Andrea LIty | L
| Ner Drag a File Here or ¥ Modified 4,
+ Financial Statements |
—
+ [ Compliance Reports Or Add Files From
[ Client Uploads & Google 22 Dropbox box

3. You Can now click browse to locate the files you wish to send, or simply drag and drop
4. Once your documents have been selected, Click Upload

5. Once uploaded this screen will appear, informing you that the documents have successfully uploaded

@ QuckiooksLe X | A4 Lo lskFIAE X | B4 Uo sk eI X Cemtlenter X g NESWMCS > X | M Inbox(®)-am X | &7 Chentocum: X | [ MyLastass v X - u oA
€ C @ onvious/clientcenter ent aw GEHE O :

. ) n B AeroWork B8 » ther book
LEIF E. PETERS O . °  monaresr +
QO All Documents

DOCUMENTS =

[ TEST, Andrea

Name Associated Task Added By Modified J,

[E Client Uploads
/  Document1 pat Me 1/16/2020, 7:44 AM

+ [E Financial Statements

+ [E Compliance Reports

That’s it, you are all done!

The accountant assigned to your business will be notified of your upload

https.//lepconsulting.sharepoint.com/sites/LEPHomeOffice/Shared Documents/SOFTWARE_APPS/ONVIO/Client Resources/Onvio Client Center -
Client Notes Register&Browser Use.docx



