
Secure Portal Tips 
______________________________________________________________________________________  

https://graycpainc.firmportal.com. This website will take you to our secure client portal 
where you can easily upload (send to us) and download (receive from us) sensitive 
documents and files.     

If you have not used the portal and would like an invite for your user name and 
password, please contact Darlene Drumm, our office manager at 440.333.0555 or 
ddrumm@rhgraycpa.com. If you have used the portal and have simply forgotten your 
password, you will need to click the “forgot password?” link at the website and you will 
get a reset email very quickly.  We do not know your password, nor can we reset it for 
you.   

Tips: 
• Please upload all documents in one scan (if possible), they need not be in any 

particular order.

• If you need to remit single/supplemental documents or files throughout the year, 
that is fine also.

• Please refrain from sending pictures (if possible), those jpgs are typically blurry 
and hard to incorporate electronically.

• If you have multiple files on your PC that you are ready to upload, 
please compress them in a .zip file.  This makes the file smaller for a faster 
upload, allows you to upload one file, and allows the Gray CPA team to simply 
download one file. (Rather than one by one).

-To zip (compress) a folder:

1. Put all the files you want to zip in the same location, like the same
folder.



2. Select all the files. An easy way to do this is to drag a selection box 
around them with the mouse pointer, or hold down Ctrl as you click each 
one. 
 
3. Right-click one of the selected files. 
 
4. In the drop-down menu, choose Send to and then click Compressed 
(zipped) folder. 
 
5. A new zip file will appear in the same folder. You can identify a zip file 
visually because the icon has a zipper on it. 
 
6. You can always rename it if you want to by right clicking and selecting 
“Rename” which will allow you to type in a new name. 
 
Visuals: 
 



 
 
 




























