<Firm Logo>
<Firm Address>
Date
Dear <client name>,
We recently acquired new accounting management software enabling us to build even better client relationships. Our new software provides a secure client portal allowing a seamless method to upload your tax/accounting documents and in return, we can provide you with your tax return or accounting information to you via the portal. 
Our client portal does not require any setup on your part! You only need 3 pieces of information to access the portal: your email address, the last 4 digits of your social security number, and your mobile phone number.
To access our portal visit <firmsubdomain>.client.myfirm360.com.
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After entering your email address and the last 4 digits of your SSN a verification code will be sent via SMS/text message to your mobile number to enter. 
**If by chance, you enter your last 4 digits of your SSN or the verification code incorrectly, you will not receive an error message, you simply cannot gain access. If this happens, please try again. 
Once in the client portal:
1. 4 tabs across the top(dashboard, documents, invoices, payment methods) On the dashboard you will see: 
a. Client Actions are any tasks you need to complete. You can check them off once you have completed them. 
b. Documents are listed by type you can add a document by using the “Add a document” button.  
c. Open Invoice Balance allows you to see your balance & gives you the ability to pay. 
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When we upload documents to your client portal for your review, you will receive an email from us similar to the below:
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From the Payment Methods tab, you can select Credit Card or ACH. See screenshots below:
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Once you have set up your payment method you can then pay your invoices from the invoices tab. If you are associated with multiple clients, you will be able to pay the balance for each client. See the screenshot below:
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Please, feel free to reach out if you have any questions. Hope you have a great day!
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Client Access

You can now securely send and receive documents any time, any place!
Enter your information below to access your account.
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Email

Last 4 Digits of SSN

Lasta

By logging in and using Firm360,you agree 1o he Terms of Use and Privacy Polcy
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rIRM360

[ invited you to access your information through the secure client
portal.

Please, upload your tax documents.

Click the link below to access your secure client portal account. It is quick and
easyl

Access Client Portal




image4.png
» Setup CC *

Please enter your credit card details below.
‘Then you will be able to use the card to pay invoices.

Credit Card
Card number [] MM/YY cve
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Setup ACH x

Setup ACH drafts directly with your bank account.
Follow the steps below to start making ACH payments.

1. Please enter your bank account numbers below.

2.To verify access to the account, the system will make two small deposits.

3. Come back and enter the amounts of the deposits to prove that you have access to the account.

4. Start collecting ACH payments!

* e can take 1-2 doys for the deposit o show up. The descripton willb¢ AMNTS: and then the valuesofthe deposis

Account Holder Name

Account Type
© individual O Company

Account Number

Routing Number

By submitting i form, you certty that you have roger uthorzatin by the owner of this account o collec s via ACH.





