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Portal User Guide for Clients

Welcome to the PBMares Secure Client Portal. The Portal is a feature of a larger Document

Management System, called iChannel, which has been implemented by our firm. This portal offers a
secure location for you to access your data and upload documents of your own. Via the internet, you now
have access to your data 24 hours a day, 7 days a week. No more waiting for copies and revisions to be
mailed back and forth. Just imagine the time and money that can be saved!

This guide will walk you through logging into your personalized, secure portal site. It will also show you
how to access your documents, how to upload your own documents, and how to reset your password.

Logging into the Portal

You will be provided with the following information needed to login to your Portal. Record that information

here:
Website: https://iportal.pbmares.com
User Id: As provided in your introductory email
Password: Initially provided in your introductory email, but required to change upon
first login

1. Go to the provided website. You will see a login screen.

Powered By &i%ﬂﬂfl

LOGIN
User ID: |
Password: I
LOGIN
Email Admin Forgot Password

Licensed To: PBMares, LLP Licensed By: Conarc Inc

2. Enter the user id and password. (If you have forgotten your password, click the Forgot Password link
under the Login button. If you need support, click the Email Admin link.)
3. Click the Login button.
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4. You will see the Terms and Conditions screen the first time you login.

Conarc

Terms and Conditions

This Client Portal Agreement ("Agreement”] is made by and behween this wEhslbe aperabur("Flrm"J and you ("Client") effective on the date itis  *
exscuted by Firm's authorized ive upan the following terms and

1. Purpase.

Firm provides a Client Ports| to permit easy and secure electronic transfer of documants betwesn Client and the Firm and Client access to

cartain documents created or maintained by the Firm,

2. Service Availability.
Firm will use its best affarts to provide 24 hour daily availability of the Cliznt Partal Service. However, Firm makes no representation or
warranty that 24 hour service will be available.

3. Security.

Firm will use its best efforts to make the Cliant Portal securs from unauthorized access. The Client Portal will requirs industry standard 128bit
encryption on all communications betwean the Client's end usar device and the Client Portal server. The Client Portal server operating systam
and applications software will ba updated and virus-scanned ragularly. Howsvar, Client recognizes that no completaly securs system for
alectronic data transfer has yet been devised. FIRM MAKES NO WARRANTY, EXPRESS OR IMPLIED, REGARDING THE EFFICACY OF THE
SECURITY OF THE CLIENT PORTAL AND SHALL NEVER BE LIABLE FOR ANY CLAIMED ACTUAL OR CONSEQUENTIAL DAMAGES ARISING FROM
ANY BREACH OR ALLEGED BREACH OF SECURITY OF THE CLIENT PORTAL.

4. Logon Accounts and Their Security.

Firm will set up individual lagon accounts for those of Client's employess who need access to the Client Portal. Each account will have access
anly to those document areas requested by Client. (Firm strongly recommends that Client establish = policy that logon information not be
shared among its employees). In order to maintain security. Client agress to designate a single individual as the authorized person ta contact

Firm to request employee logons. All logon ds will be tr to the by telep

5. Termination of Logon Account.
Client agrees to natify the Firm's Halp Desk immediately when an individual logon account is to be terminated, The Firm will make every sffort
to terminats sccess immediately, However, Client cannat be assured that access has been terminated until it e-mails Firm st [email address]  ~

£l

5. Check the box to agree to the terms and click the Agree button.
6. You may be prompted to change your password and set-up the Forgot Password Questions. Make
any changes and click the Save button. The screen will refresh.

Extranet (Save)

T T T T T e e e e T e e e e

Saved, but may warrant correcting:

User Name and Password cannot be the same.
Please choose a new password.

User Name and Password cannot be the same.
Please choose a new password.

|
Subscriber Information ﬁpdate your |'.vassw|lrdU

*Last Name: SMITH | Current Password:

*First Name: PETER Mew Password:

Phone: Confirm Password:

*Email : PSMITH@ACME.COM

" Forgot Password Question(s)
Question (1): | El
Answer (1):

Question (2): | El

Answer (2):

7. Click the Files link at the top of the page.
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Accessing Documents Provided by PBMares
Begin by clicking the Files link at the top of the page to view the document menu.

The menu is organized by headers (Executive, Administrative, Accounting, Staff) and topics (Documents).
Security controls which headers you will see; therefore you may only see Accounting for instance. The
circled number to the right of the Documents topic indicates the number of files your accountant has
made available to you. Click on the word Documents in the left menu and the files will appear to the right
in the Files List.

, Switch site: [fos{5) ] & (Logout)
Files  Submit Files P a,
2999999 ) List Al ashboard » John Executive A v
2 PBMares
B Administrative ™
Documents [1]
Document

W Staff

Documents

Clicking the document name will prompt you to Open, Save or Cancel.

f o Switch Site: &
:. [ Files  SubmitFiles | A “;;\ g | /
2999999 Lo bt e EEPN
O Year A% Name A% IV/ Size Published By Modified A%
O=H® 2015 Binder Import-2009 INVENTORY SUBMISSION_20150311_1201 24920 johnExec@test.com 09/20/2016 B
Documents (2] O=® 204 TR Source Docs-2009 FIRM INFO SUBMISSION_20150311_1201 5017 johnExec@test.com 03/11/2015 B
= Administrafive O=22% 05 Binder Import-2008 INVENTORY SUBMISSION_20150311_1201 24840 johnExec@test.com 08/20/2016 B
Documents [0] O=® 21 Research-Test speed of renaming 13301 ROUTE SHEETS 09/20/2016 B
W Accounting O=® 200 Tax Examinations-test richmond 43010 ROUTING 09/20/2016 B
Document o O=® 2008 Contracts-1040_Schedules_AandB 359132 ADMIN 09/20/2016 B
Documents [0]

Uploading Documents to PBMares
There are two ways to add documents:
1. Submit Files — this option invokes a wizard to walk you through the steps of uploading multiple files

simultaneously.
a. Click the Submit Files tab and follow the onscreen instructions

A Suberaf! Filess Wirasd
_ © Folder Selection € Setect File(s) © Notifications and Notes @ Upload Files
@ Sutmit Files Wiz
G Amernate Upload Memod >

Folder Selection (Optional)

This is a new optional step to create and select a folder to upload your files 1o, If you want 1o skip this step, click the Next button, To create a folder, type a name in the enter folder
name box and click the Create Folder bution. All folders are listed in the panel below. Select a folder by clicking on the name and then chick the Next bufton. You may also click the
Dielete Folder button to remove a selected folder.

& View Past Submission Histery L
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b. As the instructions indicate, the Folder Selection step is optional. Creating a folder will group the
files you upload. If you create a folder, make sure to click on the folder name (you'll see it above
the red Delete Folder button) to select it in order to upload the files to that folder. You may create
multiple folders, but you cannot create a folder within a folder (no subfolders). It is not required to
create a folder and you may click the blue Next button to move to the Select Files step.

c. Atthe Select Files step, either

i. From your computer, open a folder, click and drag the file to the gray area showing “Drag
files here”. Hold down the Ctrl key while clicking files to select multiple files to drag.

ii. OR you may click the blue Select Files button to browse for files on your computer.
When browsing, click on the file you wish to upload or select multiple files by holding
down the Ctrl key while clicking the files. Click the Open button after selecting the files
then click the blue Next button to proceed to the next step.

d. The Natifications and Notes step is optional as well.

i. If there is a specific PBMares employee you want notified of your document upload,
begin typing their name in the Email Notification field and select their name\email address
from the resulting drop down list.

ii. If you would like to include a note regarding the files you'’re uploading, type the
information in the Notes field (an email address in the field above is not required if you
only want to add a note).

iii. Click the blue Next button to proceed to the final step

e. Atthe Upload Files step, review the information and if correct click the blue Upload button. If
incorrect, you may click on any of the previous steps to make modifications.

f.  Upon clicking the Upload button, you will see various status notifications as shown below. You
will also see a percentage bar at the bottom of the window which will show 100% when you see

the green Upload Complete bubble.
Switch Site: | Test(2933999) & [ Logout |  Paste :;

Clipb

Upload Complete Tl
File uploading is complete. ..

T CICY 1| INCAL =

Uploading Files
Mow Uploading files to the server, please
 wait_.

ne, click the Next button to continte.

g. Click the Files tab to return to the document listing or Submit Files tab to upload additional files.
h. Uploaded files are not available for viewing on the portal, but you can review the Submitted Files
History link in the Submit Files window to see a listing.
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2. Alternate Upload Method -
a. Click the Submit Files tab
b. Select Alternate Upload Method
c. The following window will appear allowing you to select up to five files to upload

Submit New Document

File 1: Browse... Description:
File 2: Browse... Description:
File 3: Browse... Description:
File 4: M] Description:
File 5: Browse... Besarziome
Click 'Browse' to selact 2ach file If a Title is not supplied it defaults to the fileaname
Upload

Click for alternate upload method

Submitted Files History

i. Click the Browse button to find the file from a disk, computer, network, CD, etc.
ii. Supply a title or if no title is listed the existing file name will be used.
ii. Click Upload to add the file. All documents you upload will be listed by clicking the link
Submitted Files History.

Changing Your Password

Once you log in to your portal you may want to change your password.

Click the My Profile icon > at the top right of the screen. Locate the Password area.

Enter your current password.

Enter your new password.

Re-enter your new password.

Click Save at the top left of the screen. You will receive confirmation in red when the password is
changed.

Click the logout link at the upper right corner of the screen and then login again with the new
password.

agrwdpE

o

Changing Your Forgot Password Questions

Click the My Profile icon > at the top of the screen. Locate the Forgot Password Questions area.
Select a question from the drop down menu.

Enter your answer in the Answer field.

Click Save a the top left of the screen.

PwbdE
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Switching Between Sites
If you have been provided access to multiple client sites, you may switch between them without the need for
multiple logins. To switch between sites:

1. Click the arrow in the dropdown box next to Switch Sites

Files  Submit Files 1

ashboard » cLIFF WHITMER

T

b PBMares.
Select the name to switch to that client portal

Click on the topic “Documents” in the menu at the left to view the available documents
Or click the Submit Files tab to upload files for that particular client

Switch Site: | _ 2] & (togout)

B

3

+ Accounting

v Document - 0

aprwbd
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