Using Your WWA Client Portal

Our client portal is a helpful resource which allows the secure online exchange of confidential tax
documents. Since it is a relatively new resource, we have provided these informational pages to guide

you through the registration and upload process.

1. Registering for your Account

Visit our website at www.wwepafirm.com and click on the client portal login button, as shown

below.
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If you are registering for the first time, click on the link pictured below.

Client Portal

Sign into your account

Username (email)

Click Here to Reqister
Forget Your Password?
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You will be directed to a form that looks like this; fill out all of the indicated information, type the
letters and numbers that you see in the speckled box into the “input symbols” space, and click

“Register” when finished.

Register

Enter your information to jein this firm

First Name

Last Name

Company Name

Email Address

Confirm Email Address
Password (]

Confirm password

Refresh
Input symbaols

After you have clicked “Register,” the following text will appear.

Register
Enter your information to join this firm

Success. Your registration information has been saved. You will receive an email
with further instructions when registration has been processed.

Proceed to Login Page...

At this point, we will have received an email requesting us to authorize your portal registration.

We will authorize your account within 48 business hours. Return to www.wwcpafirm.com and

periodically try to |og in to your client portal.
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2. Uploading Files

After logging in, you will see the following screen. To upload documents, choose “file vault” and

then “upload,” as shown below.

# Home & Applications @ Help

# Dashboard

&85 Welcome to the Secure Firm Portal! Click here to take a brief guided tour of the new features.

FAQrS See full Help Section

Helpful information about common tasks.

How do | upload a file?

How do | download a file?

How do | know when a file has been uploaded to me?

Tax Organizer

Secure Questionnaire

How do | cancel my membership with this firm?

Finandal Caltuldtors What happens when | cancel my membership?

See Full List

How do | change my password?

File Vault Search for file olde n

My Documents

@ ™ Mew Folder Name & Description & Date < Versions < Size &
ocuments No files in this folder

Public Documents

Display| 10 ¥ |records Showing 0 to 0 of 0 entries

jo] Expiring Files

Your computer will open a browser window from which you should choose which files you would
like to upload from your computer onto your client portal. Once you have chosen the files you

want to upload, make sure to click “Upload All.”

4 Welcome to File Vault! Click here to take a brief guided tour of the new features.

File Vault e o e i oo n

My Documents

m i New Folder Name ¢ Description ¢ Date < Versions < Size &

My Documents. No files in this folder

Public Documents
Display| 10 ¥ |records Showing 0 to 0 of 0 entries
m Expiring Files

J.' Recent Uploads
Q search Results

Download All Files @
' _, -ad - Progress (0%)

jAdd Files. Cancel All Uploads x

Wyoming.png Cancel Upload %
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Edit Details b File Size: 151.98 KB
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Once you have uploaded your files, they should appear in your vault, as shown here:

File Vault a

My Documents

4 uPLOAD New Folder Name ¢ Description ¢ Date S Versions

My Documents - ] Wyoming.png 4/28/2016 9:30:33 AM 1 152 KB

Public Documents

Size &

<3

Display| 10 ¥ |records Showing 1to 1of 1 entries n
'@‘ Expiring Files
,L’ Recent Uploads
Q. search Results
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In order to further organize your portal, you can create folders in which to put your files.

File Vault a

My Documents

Name % Description % Date % Versions ¢ Size &

» My Documents 2013 4/28/2016 2:47:29 PM Folder

Public Documents

2014 4/28/2016 2:47:49 PM Folder
@ Expiring Files
b 2015 4/28/2016 2:47:40 PM Folder
.L' Recent Uploads
Q search Results
Display| 10 ¥ |records Showing 1to 3 of 3 entries -

3. Receiving Files

If you have requested that we deliver a file to you via your portal, we will upload the file to your
file vault; to download it, simply click on the file and it will download to your computer. Please
note that we must delete files once per year in order to create space for additional documents. We

ask that you use the portal as a means of transferring documents, not storing them.
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