GRAY

CPA?

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:



Overview of Firm Portal

The firm portal is a safe and secure way to share documents and access invoices. Invoices can even be paid
through the portal using Abacus Payment Exchange (APX).

Use this guide to help you use the firm portal.

First Time Sign In

1. When you are granted access to the firm portal, a welcome email is sent to you. Open the email and

click Sign in to your account.

Your Client Portal Account Information
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Welcome to the Acme Accounting Portal!

Your Portal account has been created and you can now Setup your account
on any device.

Please click the link below and use the temporary password 2WHDQJU3FY.

Sign in to your account

Portal Features
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2. The Sign In page opens in your web browser. Enter your email address and the temporary password
from the welcome email. Click Login.

ACME

Accounting

Email
shaworth@triad.rr.com

Password

EOTTTTT I

Forgot your password?

3. Complete the welcome form. When creating your new firm portal password, note that the password
must be at least 8 characters long and contain at least one number, one uppercase letter, and one
lower case letter. Click Sign In.

Welcome !

Sign in by entering your information below
First Mame

Tom
Last Name

Ford

Cld Password

sasasssase

MNew Password

- -




4. Notification that your password has been changed appears. Click Back to Login.

Password Update

Your password has successfully been updated

5. The Sign In page reappears. This time (and for any future sign in) enter your email address and the
new password you just created and click Login.

ACME

Accounting

Email

shaworth@triad.rr.com

Password

sassasnns

Forgot your password?

6. The firm portal opens.
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Signing In

Signing In without Multi-Factor Authentication

From the sign in page {which appears when you are not signed in), enter your email address and pass\
and select Login.

ACME

Accounting

Email
shaworth@triad.rr.com

Password

Forgot your password?

The firm portal opens.
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Working with Documents
The firm portal displays a list of documents for your account.
Searching for Documents

Select the search button Q and enter the document name (or a portion of the document name) in the
box. Documents matching the search string are listed.

ACME

Arcounting

Click X to clear the search.

Filtering the Document List

Select the filter button = . The filter menu appears. Select how you want to sort and order the document
list.
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Downloading Documents

Find the document in the list and click Download.
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Uploading Documents

1. In the Uploading Documents pane on the main window, do one of the following:
« Find the file or files in the File Explorer and drag and drop them onto the pane.

N
b Upload New Document
Crag and Drop
Browse File
+ Select Browse File. From the Open window find and select the document and click Open.
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Deleting Documents

Select the document name, then select Delete Document.
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2. The Upload New Document window appears.
Upload New Document
Client Documentl.docx
Drag and Drop
Browse File ABC Company v X Remove

Select a document tag b

CANCEL

UPLOAD

s Change the person or company as necessary.

« |f document tagging has been enabled for the firm portal, select a document tag to categorize

the document.
« Click UPLOAD.
3. The uploaded document is listed in the documents list on the firm portal.
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Working with Invoices

The Invoices tab on the firm portal displays a list of invoices for your account.
Searching for Invoices

Select the search button Q and enter the invoice name (or a portion of the invoice name) in the box.

Invoices matching the search string are listed.
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Click X to clear the search.

Filtering the Invoice List

Select the filter button = . The filter menu appears. Select how you want to sort and order the invoice list.
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Downloading Invoices

Click the invoice number and click Download.
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1. Click the Make Payment button.
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2. The Make a Payment window appears. If you see the payment method to use listed, go to step 4.
Otherwise, click Add Card.

Make a Payment

op'mmntbtuils 2 PReviewand Pay 3 Receipt

Inveoice # 1003 Select APX Payment Method =+ Add Card
Cathy’s Taxes and more

Total Invoice $1.500.00 Payment Amount  $1,500.00

Paid £0.00

Remaining $1.500.00

3. Enter the information for the new payment method and click SUBMIT.

Make a Payment

°Paymﬂ|'tneuils 2 Reviewand Pay 3 Receipt

Inveoice & 1003 Select APX Payment Mathod = Add Card
Cathy's Taxes and more
Total Invaice $1.500.00 Payment Amount | $1.500.00
Faid 50.00
Remaining £1.500.00
Payment Information

® CreditCard (O E-Check/ACH

0=

Mame on Card

Card Number

Expiry Month - Expiry Year -
Billing Address

City I“Jmmd States -




4. Check the payment method and click NEXT.

Make a Payment

opiymlnl Details 2 ReviewandPay 3 Receipt

Invoice # 1003 Select APX Payment Method & Add Card
Cathy's Taxes and more

Total Invoice §1.500.00 Acct. Type  Aect. Number Expiration Acct. Mame Delete
Paid $0.00

g £1.500.00 Visa 4747 22 Torn Ford ]

Payment Amount = £1,500.00

CLOSE NEXT

5. Click PAY.

Make a Payment

o Payment Details o Review and Pay 3 FReceipt

PAYMEMNT DETAILS

Invoice & 1003

Cathys Taxes and more

Total Invgice 5$1.500.00
Faid Amount £1,500000
Remaining Amount $0.00

Ui“'lﬂll AEEs SEaE 4?4?
Tom Ford
1122

Payment Date Payment Amount
December 28, 2020 £1,500.00

CLOSE PREVIOUS m

6. Payment confirmation appears. Click CLOSE.

Make a Payment

o Payment Details o Review and Pay e Receipt

a’ Thank you for your payment!

Payment Confirmation

You will receive an email confirmation shortly at

Billed to Invaice Number 1003
Cathys Taxes and more Total Invoice $1,500.00
[ Paid Amaount £1.500.00




7. Notice that once the page is refreshed, the invoice is marked as paid.
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Signing Out

Select Logout in the upper right corner.
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Account Information

1. Select Settings and My Preferences.

ACME N T—
Portal Settings Clase X
My Prefererces

Mot FRCter AutRphlication
UPDWATE FASSWORD

Ford

2. To change your contact information, change your first and last name as necessary and click SAVE.
3. To change your password, click UPDATE PASSWORD. Complete the form for the new password and

click Update.

Password Update
Update Your Password
Cld Password

New Passward

Caonfirm Password

o 229






