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Step 1: The Initial Login Screen

 Click the Log on to
Client Portal link

A new window will
appear

* The first time you
visit the Client Portal,
you will need to
register

» To register, click on
the Click Here to
Register link
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Step 2: Registration Page

e Fill out all fields and
enter the 4-digit code

* 4-digit code is for
additional security an
keeps spammers from
getting in

 Click Register when
all fields have been
filled out

New Chien EgIstrationn

Ghirardo CPA Registration

First Mame: |.Jge

Last Mame: |Clien1j

Company (optionall | ABC Cgrp

Email Address: |j|:|e.client@abccarp.con

*Portal Username: |joe.client@abccorp.con
Portal Password. | sessssses

Confirm Password, | sesesessssss

® Automatically set to match email

Ertter 4-Digit Cacle: | AXHS

[ Cancel Register L
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Step 3: Login

e If all iInformation has

been ente red Correctly’ Windows Internet Explorer
yo u Wi I I See th e 3 Reqgistration Successfull You can now ogin,
Successful —>

Registration window

. Click OK s

* You will be notified by
email when the
account is fully s
activated* CEE———

 Login using the email
address and password
you provided on the
registration form

*If you are unable to access Document Management within 24 hours of registering,
please contact us at: client-portal@ghirardocpa.com or 415-897-5678.
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Step 3: Login, continued

* A new window will
appear. From here
click on either the
Secure File Vaulticon

or the My Account

ICon' \F‘IE | Browse.. HD EEEEE e ceens) | [ UploedFil=_| [ Cancel |
* The Secure File Vault ™ || | 2w e :

icon will take you to % |

your document s

manager.
 The My Account icon — | ..

site
goes to your account T o ]

profile page.
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Step 4: Upload Files

* To upload your file, & Ghirardo coA securs clont porat ]

click the Browse — | =~
e ﬁ» escripkion (Optional)
button
L

[ ([ Browse_ |)) |[ UploadFile | [ Cancel |
e A Choose File window  |.2. “i.
will open — once a
file you wish to uploa
IS highlighted, click

4 You are here: \ My Dacuments |

Lok in: ‘ [ Desktop j ¥ B~
O p e n Iydougpaul ﬁBast_Placas_nom_Furm_ll é;}Re\
5 IC2IEAG biz card @budget worksheet [55he
MyRecent  |51EAG web Site CRFSD7010-v2.4.4 [Eshd

I fix-license-srror (£ fise-licenss-errar [5sh
@GCPA Client Portal Login - Client [55h

Tarpa_ad 080407 _-_Hew_Lodk £ we

Desktop I GoLive Class e
[C)GREG Logo (&7} T
ICIGREG Web Site @gcpa—remote
| hinside out ﬂ hirardo_5
L BeEmzts T ﬁlegitcheck
= IhPetaluma Transition ]‘_%‘MenuMachineZElSetup
»1-'5 I=h'web Examples @prsqual letter
My Eo)mputer I willie parker @Pr’ass_RaIease_0522DT_-_New_Staff
2007 LISA BOME A putty
- ‘] p .
»
by Metwork. File: name: |GCPA_PPT_TempIatE_PHnt j Open
Places
Files of type; |AI\ Files [*.7] ﬂ Cancel
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Step 4: Upload Files - cont.

 The file to upload is  |[ExEE

now visible in the

File:
|C ‘Documents and SEIIimgS\I\Sa\My” Erowse H [ Upload File l [ Cancel ]
B ind
o Name ©  Description
Mo files

« To finish the process, |

. . _— ’ﬁen’f =
CIICk the Upload I IIe Uploading files.
=unknown= left (at Oisec) 0/0{0%)
b u tto n To cancel uploading, press your hrowser's STOP button.

e An Up|0 ading Files — ] e 3
status box will appear

* The file now appears
In the My Documents

File Descri iption [Optional 1)
fold er \ | || Browse. H | [ Upload File ] [ Cancel ]
o - &= vou arem
=

edcription Size Date Edit Delete

‘ * Create A Folder 0% full | 250MB Quata

235.00 KB 6/4/2007 35005 PM | & | T

5|\ Clacra_per_template_print. oot
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Step 5: Create a Folder — Optional |

o If you would like to

organize your files in

separate folders, you A——

can Create a Folder

within your My | = 5

Documents folder

e Click the Create a 5
Folder button /
 An Add/Edit Folder

window will appear

* Name yOUW
click Save

* Your new folder is |

now available \d\
e Click on the folder anth—

follow the previous
upload instructions

© |Description Size  Date Edit | Delete
Documen I DGC ol ot fe: i
Public
D I 3
DDDDDD {= Add/Edit Folder - Windows Internet Explorer
& | https:|fdm.secure2S6.com/docmanager folder, asprs=1&ParentID= ¥ %
Create A Folder
Name [QuickBook Files |
Description [ABC Corp 2007 | cotionar
N ET T
& Iternet H o -
Full B Quot
DDDDDD iption (Optional)
|| Browse. || |[ Upload File ] [ Cancel ]
ts
criptio Size | Date Edit !
atp 21 Jafz & i)
6/4j2 s o
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Step 6: Log Out of Client Portal
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e To Log Out of the
Client Portal, click on
the Log Out button

® Home ® Help ® LogDut

File
‘ H Browse H | Upload File Cancel

nnnnnnnnn
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