Onvio Client Center quick start guide

Within this guide, you’ll learn how to set up and use Onvio Client Center.

Set up your Onvio portal
You'll get an email similar to the following.

1. Select Register Now

PVM MARTINEZ &

Register Your Client Center Account

Dear Jennifer Fischer,

Parnes, Velano, Martinez & Co., CPA invites you to register your Client Center account. Registering enables you to share
documents online with your accountant. Please watch Register and Use the Client Portal for more instructions.

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

£ Download on the v“‘ GETITON
| App Store »* Google Play

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



2. Make sure your account information is correct, and then create a password for your
account

Account Information
First Name * Last Name *

Jennifer Fischer

Email (Thomson Reuters ID)

Create Password

New Password * Show typing Password Requirements

Your password must have at least 8 characters and 4 of the
following:
« Atleast 1 number (0-9)
» Atleast 1 lowercase letter (a-z)
Confirm Password * « Atleast 1 uppercase letter (A-Z)
................................ « Atleast 1 special character (punctuation). "~ 1 @ #$ £
NAB ()= (M,

« Password is acceptable

« Password is confirmed
Your password should not use

« words from the dictionary

* Required Field « your user ID
« sequential letters or numbers such as "abc" or "123"

REGISTER ME

3. Select Register Me, and then Sign in.

CLIENTCENTER

Welcome

Your accounting firm uses Thomson
Reuters Client Center to keep your
data secure

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



4. Enter the email you used to register with and the password you chose.

THOMSON REUTERS*®

Sign in to Client Center

Password
| o

Reset your password

Sign in

5. You’re required to set up 2SV to use your Client Center portal. First, install the
AuthO Guardian app from the App Store (iOS devices) or Google Play Store

(Android devices).

{% THOMSON REUTERS"

Secure Your Account

T e o camtirnne, bl thee Sauth Suseian spa

wia the app stare feem gaur makile dedoe,

L ;

App Storn Goagla Play

Continue

Try another method

Hawing troubde logaing in? Click here for helo

Copyright For €A: D not sell my info Segment Supparl

Cookie palicy Teerrms af use Frivacy siaternent

% THONSON REUTERS

If you already have an authenticator app and would rather use that, select Try Another
Method, choose a supported option, and continue the setup. The steps in this guide are

for the AuthO Guardian app method.

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



6. Scan the QR code displayed in your computer screen to pair your new Client
Center account with the AuthO guardian app on your mobile device.

: THOMSON REUTERS®

Secure Your Account

S e O Sodk lazlow using the ButhD Quzrdian
appanpour moble cesloe

Try another mathod

Hasing eubils e 7 Click terw for bl

T of wee Privacy sLalciniy Cagprighn Fur CA: Do nat sdl my info 5 ik Suppon

7. Accept the Terms and Conditions for using Client Center.

Terms and Conditions

Canzsllation Policy

Fees and expanses paid undr our agresment are nanrefundable and will not be prorsted. You may cancel ene of more of
th 23 t any time by submitting written notice to our firm

Confientiality

ers of personal financial services, tax professionsls are raquired by lsw to inform clients of their polic

vacy of client informiation. Our firm adheres to professional standards of confidentiality that are
n those required by Law. The only nony formatien we collect is information that you provid to

us or information that we abtsined with your authorization

Limited Lizbility

Our firm shall not in ary ct, special, punitive, or consequential demages (including
Lot profit

aduised you of the possib

lisbie for any incidental, in
v xperiencs a3 = result of or relsting to this sgreement or the use of this s=riics, suen Fus

of such damages

By clicking "I Agree”, you indicate that you agree to these Terms and Conditions.

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



Set up your mobile device
You can download the Onvio Client Center app, to use your portal on your mobile
device instead of needing to sign in on a computer.

| 4 éooéle Play

How to use Onvio Client Center

On a computer
To access your portal, visit our firm’s website and

select Here you can upload documents to
submit to us, or reply to our request for specific documents.

If you have multiple accounts, make sure to select the correct individual or company for
the document you’re uploading.

Parnes, Velano, Martinez & Co, CPA TASKS

Tasks: All Tasks -~

[Z] Al Tasks

£, Personal

[l The Golf Course

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



If we requested a document from you, you’ll get an email similar to this:

PVM MARTINEZ &

Parnes, Velano,Martinez and Company has requested the following information

W-2
1099

Please respond by 2/26/2021

Having trouble with the images or links above?
To view this document request, click or copy the following link

https:/fonvio us/documents/tools/share/#/en/US/request/Y9Uu_h1yq9s-3sD81tYb3WxyYRLV_9goVszAMUIRoWg1OFwMRxIWx7tzHQH
9x50FQYJTOAvombtRJwZwuKfAvivY GKI0BkedcQAegLkejTLJUXY gAuBYmAkqEAQcCAXRDC3PjDo15JaJnZQG-EZTBeUdIY0bOJKzaWHBMK
ROZilGI5C6ZKC4FSB0eO-RosRCIEMS5ZV-4ujbcfUOpI8yS5_IvBgk1rSBKzQowkyj_-h2WFSP6-x5UBbCGliaZXvkeVAFY3fmMmqs2qrp
xSvD4qVINUtUmM2Z00xt30gNz8119c6exlal XWQevbadeocjo515UttmIJUilXg8uYtHgellt8-2D-dD26pHNrIGEMwjHheCvlL Oeljs9aTla
JOOtrfBhiAnAZ cdraHljcewgl7ZxIAW]QQX9zP6b5U2wyVcQORadI7 eAsb-jHIXI0dtWBzyhbJNrTh1P7WLmzeE6JzQU)j-
jEeFymCdRGeGosFwBQIRGNLp14igfdrgSqv07g0JPyihwProVgUUQOVSVg3nmpdZw-3tDgr0Y SXeGdnNjA9dq--ammFAoDgQV8keis7k70

privacy policy

Select View Request, and then select Add in Onvio Client Center to upload your
documents.

Parnes, Velano, Martinez & Co, CPA TASKS DOCUM

Client: Personal -

. e
- coner TN o -
/ s e
. A me <
[0 Tax Planning Documents
Name As
+ [E] TaxReturn
2021 Engagement Letter - ...
[Z]1 Uploads to Parnes, Velano, | #  W-2s-Copy BC - LALA43. ..

¢ 1099s - 1099-MISC Copy ...

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



You have the option of submitting saved documents via PDF or scanning from a device.

¢ Please note we need all documents in PDF format only. NO JPEGS OR IMAGE
FILES OF ANY TYPE

Add Document - Fischer, Jennifer

Drag a File Here or

BROWSE FOR FILE ) or ‘ SCAN FROM DEVICE ’

- Or Add Files From -

& Google Drive | | 33 Dropbox box

UPLOAD CANCEL ’

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



If you are uploading a document from an email request, make sure to select the
Next or Submit button. If you don’t, your document won'’t be sent to us.

IRS Notice

Upload Document

Drag a File Here or

BROWSE FOR FILE ) or ‘ SCAN FROM DEVICE ‘

- Or Add Files From -

& Google Drive :.: DropbOX mx

0 DOCUMENTS ATTACHED

No documents to display.

Additional Comments

Leave a comment for your accountant

[ All Documents Uploaded

)

Our office automatically receives an email when you upload documents to your portal or
if you marked the document request as complete.

You don’t need to call or email us to ask if we received your upload.

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



On a mobile device
You can upload documents to submit to us or reply to our request for specific

documents.

If you have multiple accounts, make sure to select the correct individual or company for
the document you’re uploading.

Select Documents to upload your documents.

R, Fischer, Jennifer ~

T0-00 @ COMPLETED

~  Requests

Document Request

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



If we requested a document, you’ll get a push notification similar to this:

10:08

Tug, May 10
QO o

Notifications

0 Client Center = 2m

Ryan Stover has requested information by 5/20/2022.

Manage Clear all

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



You can submit a document if its already saved on your device. Or you can take a
picture of the document.

When you use the Camera option, the Onvio Client Center app will convert the picture
into a PDF for you.

Please note we need all documents in PDF format only. NO JPEGS OR IMAGE FILES
OF ANY TYPE

10:08 O

<  Uploads to Parne...

FILES

1099s - 1099-MISC Copy B - LALA4358 -1231...

W-25 - Copy BC - LALA4358 - 12312019.pdf

Em D

e ©

Camera

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



We recommend you use the Automatic option when taking a picture of your document
to make sure your document is in focus and readable.

Tip: Take pictures using as much light as possible

You can take multiple pictures and upload them all at once.

When you're finished taking pictures, select the checkmark icon.

° Automatic Manual \k

= L e
almostr finished

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



Edit the name of the document and location to save it. Select the checkmark icon.

Upload

Mami*

W-2.pdf

Uploads to Parnes, Velano, Martinez...

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



If you are uploading a document from an email request, make sure to select the Next or
Submit button. If you don’t, your document won'’t be sent to us.

1112 0

<  Document Request
Request 3

Tax Return(s)

Add either a document or a comment to complete this
request.

o Add Document

Ca Add a comment

Skip this request
SUBMIT
I'll complete it later

Our office automatically receives an email when you upload documents to your portal or
if you marked the document request as complete.

You don’t need to call or email us to ask if we received your upload.

If you have any questions or need help, call and ask for our portal administrator or e-mail us at
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