Client Notes - Register & App 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 - Register Your Client Center Account - Register Your Client Center Accou

10:36 AM

2. Open the email and click Register Now
a. If onyour cell phone, click the link to download the app

i. Make sure you download the Onvio Client Center App in the App Store

LEP Consulting, PLC - Register Your Client Center Account nbox x

Leif E. Peterson, CPA «no-eply@onvio com

LEIF E. PETERSON, CPA

Register Your Client Center Account

Dear Andrea TEST,

DOWNLOAD THE ONVIO MOBILE APP

Stay connected on the go.

3. Abrowser 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 TEST

Email (Thomson Reuters ID)
amgulvas0601@gmail. com

Create Password

New Password * Show typing Password Requirements

Your password must have at least 8 characters and 4 of the following
« A
+ Password is acceptable

Confirm Password *

Your password should not use
« Password is confirmed.

« words from the dictionary
« your user ID
" . « sequential letters or numbers such as "abc” or "123"
* Required Field &

REGISTER ME

(punctuation) 1@#SE% &"(

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&App Use.docx
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Opening the App
1. After downloading and opening the Onvio Client Center App, you will be prompted to signin
a. You will also be prompted to set up the multi factor authentication
i. We recommend downloading the Thompson Reuters Authenticator app, for the easiest access
to the app
b. Once you do, at the end of the information screens, click get started

THOMSON REuTERS .
CLIENT CENTER" ONVIO™

Sign in with your Thomson Reuters ID

a
[}

CLIENT CENTER

Secure with Face ID
SIGN IN

Forgot Password?

THOMSON REUTERS

WELCOME TO ONVIO CLIENT CENTER UPLOAD DOCUMENTS FROM YOUR
ACCOUNTS AND DEVICES

or you and your tax and accounting We in
4

The app that offers convenient and secure document
cloud-ba

ma

SCAN DOCUMENTS WITH YOUR VIEW, EDIT, AND ORGANIZE YOUR

DEVICE'S CAMERA DOCUMENTS WITH EASE

Capturing crisp images on the go has never All of your Onvio web files are here at your fingertips.
been easier.

https://lepconsulting.sharepoint.com/sites/LEPHomeOffice/Shared Documents/SOFTWARE_APPS/ONVIO/Client Resources/Onvio Client Center -
Client Notes Register&App Use.docx
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To securely send us documents via the client center app

1. Once Logged in, please do the following:
a. Click “Documents”

10:57

Andrea Winkel TEST

TASKS

All Tasks Completed
You will be notified about any
addibonal requests.

2. We suggest clicking the Filter icon, Click Folder option

List Options

DOCUMENTS

[® TEST, Andrea

@
- |

https://lepconsulting.sharepoint.com/sites/LEPHomeOffice/Shared Documents/SOFTWARE_APPS/ONVIO/Client Resources/Onvio Client Center -
Client Notes Register&App Use.docx
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To securely send us documents via the client center app (cont’d)

3. Toggle to the company you are trying to send documents for
a. This applies only to users that have access to more than one company

Select Client Cancel

Andrea Winkel TEST v
TEST Client 1
TEST Client 2

4. Click “Client Uploads” folder, then click the “+”

10:46 4 i LTE .

V)

DOCUMENTS

FOLDERS

[ Client Uploads
[E Compliance Reports
[@ Financial Statements

[®) TEST, Andrea

https.//lepconsulting.sharepoint.com/sites/LEPHomeOffice/Shared Documents/SOFTWARE_APPS/ONVIO/Client Resources/Onvio Client Center -
Client Notes Register&App Use.docx
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To securely send us documents via the client center app (cont’d)

5. You Can now click either to use your camera, upload a image or browse for a file

Scan with your Camera
Cantirina erien imanes an the nn.

Camera
Photo Library T

Browse

Cancel

6. Once your documents have been selected, Click Upload
a. NOTE - If taking a picture, your phone will try to locate the image automatically, if it is having a hard
time then, click manual to take the picture yourself.
b. NOTE — Once the picture is taken you need to select the image to “approve” it, then click upload

i LTE -

New Scan Upload

/  2020-01-16 10.47.14.pof

https://lepconsulting.sharepoint.com/sites/LEPHomeOffice/Shared Documents/SOFTWARE_APPS/ONVIO/Client Resources/Onvio Client Center -
Client Notes Register&App Use.docx
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To securely send us documents via the client center app (cont’d)

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

10:47 4

{ Documents  Client Uploads

Q Search

UPLOADING

2020-01-16 10.47.14.pdf
Finishing upload...

Documents

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&App Use.docx



