Using the SmartVault Portal

1. Setting up your account:

You will receive an email tittled Benchmark Tax Services has shared the vault “..." with you from
the account notify@my.smartvault.com.

To provide you with a safe and secure way to share files with our firm, we have partnered with SmartVault, an award-winning online document storage and secure file sharing solution, to
create a Client Portal.

For your secure Client Portal, our firm has created the vault  Your Name will appear here
Enjoy access to your files any time through the Client Portal. Your data is always backed up and exchanging files in the client portal is secure, unlike email attachments.

The SmartVault Client Portal is also very easy to use. If you can click a link in an email, you can use SmartVault to access your files. It's really that easy. For a quick tour of the Client Portal,
click here: Client Portal Orientation

Please click the ‘Activate’ button te finish your account activation.

Click here

Activate

We are always here to help, so feel free to contact us with questions or feedback.

Click on the "Activate” link to be taken to the SmartVault portal to set up your account. Enter
your information and select a password you willremember. Your email and password will be
how you sign into your account going forward. Once you've confirmed all your information is
correct click “Create My User”.

SmartVault B Access your documents
The Vault has been shared with you by . Please complete the form below to
create your user and access your documents.

First name

- Jane

Last name

Doe alexandrarayy+stgclie
‘ Phone number Enter a password

Confirm Password

e

Strength

Minimum length is 12 characters; must include at least one of each of the following. uppercase lette
owercase lefter, numbet, punctuation.

Click here

| agree to SmartVault's Terms of Service
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Using the SmartVault Portal

After clicking on the “Create My User” button, SmartVault will automatically send a verification code
to your email. Input the provided code and click submit.

We've senl a verification code to your email address:
a****6@gmail.com

Check your email and enter the code.

The code will expire in 10 minutes.

Verify Identity

Enter code below

Once you have hit “Submit” you will be taken to the SmartVault home page. This will be the page
you see every fime you log in to SmartVault going forward.

Home @ 2 as
SV Work faster by adding shorteuts to your favorite folders herel + Add shorteuts
EVIESESTRR0 Welcome to SVTest-Struc01! Actions
Take a Tour Quickly upload your documents
@ Home )
Upload documents »
2 File Exchange & File Exchange © P
+ Upload the files requested
™ Files and Folders + Review the files
- See the delivered files Work in progress
I
Our team is warking hard to make your SmartVault
09 Files and Folders © experience even better. Over the next several
months we'll be releasing new features to help you
+ Dawnload and upload your files collaborate more efiectively and manage your
+  Share your files and manage access dacdmentshatise.
Stay tuned!
Additional links -
SmartVault B

SmartVault for Accountants - Accounting Pro

Page 2 of 6



Using the SmartVault Portal

2. Uploading & Downloading your files:

To start using SmartVault to send us your documents and receive documents from us, you will want to
click on “Files and Folders” on the left side of your screen.

Home ® Q As
SV -
SVTEST.STRUCOY Welcome to SVTest-Strucol Actions
Take a Tour Quickly upload your documents
& Home )

. Upload document
File Exchange } File Exchange (

L les requeste
Files and Folders + Review the
«! Gearthadetvarsd Mo Work in progress

Our team is working hard to make your SmartVault
s Flesand Foldes experience even better. Over the next several
months we'll be releasing new features to help you

nd upload your files collaborate more effectively and manage your

: “‘ ‘ ar files and n ge 2 documents better. =
i Sta d
Click here . d

SmartVault B

‘SmartVauit for Accountants - Accounting Pro

This will take you to the following screen where you should see a folder with your name on it — click on
this folder.

Files and Folders @ Q aAs

SV

SVTest-Struc01 SVTest-Struc01
SVIEST-STRUCO!

B Name 1 Content Last Modified

Public Documents.
File Exchange

C Fonsoml it m

&

Your name should show up here T ——
Click on your name o

SVTest-StrucO!

After clicking on your name you should see a folder called “Client Files”
(See below)
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Files and Folders

K3l
Your Name
BENCHMARK TAX SERVICES, LLP
Home Content Last Modified
2 tokders feb 7 2020
File Exchange
Fles s felders Click on “Client Files”

After clicking on “Client Files”, you have two options: “Download Your Files” & “Upload Your Files”

Files and Folders

¢

Your Name Client Files

BENCHMARK TAX SERVICES, LLP

Home Content Last Modified
Download Your Files 3files Feb 7 2020
File Exchange
Upload Your Files Feb 7 2020

Files and Folders

Uploading Your Files (Sending your files to us):

Click on the option to Upload Your Files and you should be taken to the screen below. You will see a
blue button that reads “Upload file” to the right side of your screen. Select this button and either q)
drag and drop the file from your desktop or windows explorer to the uploader or b) click on *Upload
a File" to browse files on your computer.

3l

Your Name  Client Files » Upload Your Files Upload Your Files
BENCHMARK TAX SERVICES, LLP

Home Last Modified

- Upload File
[ Files and Folders \

This folder i

Be the first to

DETAILS

Jan 20 2020 11:04

Feb 7202014:43
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D |
X
Upload file here
tpload Your Fles o Drag and drop files
n Your Name / Client Files L A .
anywhere in this area
?
Drag and drop your files anywhere or OR CIICk here 10 browse for

-/ — the file on your computer
- Cancel

r |
X
Upload file here

Upload Your Files

n Your Name / Client Files

= Once selected your file

should show up here
Drag and drop your files anywhere or

L~
Upload a file
// Make sure to click “Save
4

2 Example.docx / file” to finish the process

Save file Cancel

L =

Once you've selected and saved your file it will show up in the “Upload Your Files” Folder and we will
have access to it.

NOTE: If you load the wrong file you will not be able to remove it. Contact us and we will delete it for
you.

Your Name Client Files > Upload Your Files
BENCHMARK TAX SERVICES, LLP Q
HEiS Name T Last Modified
~  Example.docx Jan 15 2021

File Exchange

[ Files and Folders
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- Downloading your Files (Receiving files we send to you)

Back on the “Client Files” screen select the option to “Download your files’

Files and Folders

&3

Your Name Client Files
BENCHMARK TAX SERVICES, LLP Q
Home Name T Content Last Modified
Download Your Files 3 files Feb7 2020
File Exchange
Upload Your Files 1file Feb 7 2020

[ Files and Folders

You will see either a list of files or a list of folders for each year. Select the file you would like to
download. If there is a list of folders by year, simply select the year for which you are tfrying to
download your return (or other data).

1= Select the boxes next to the

Eason, SaraE and ... » Client Files > Download Your Fil...

2 files selected

files you want to download
then click “Download”

Last Modified

BENCHMARK TAX SERVICES, LLP

Home

= Example(1).docx Jan15 2021

File Exchange

2 Example(2).doex Jan15 2021

2 EBxample.docx

[ Files and Folders

You can either select the box or boxes for the files you would like to download and then click on
the download button to the right of your screen to download these files to your computer OR you
can click on the name of the file to open a preview of the document and download it from
there.

DETAILS

PROPERTIES

Friday, January 15, 202116:34

Friday, January 15, 202116:25

Click the name of the file to
see a preview then select
“Download” to download
your file

Example

FILEINFO
Ow

ACCESS

Blaress

If you have any questions or have difficulty accessing, uploading, or downloading through
SmartVault feel free to call us at (405)364-0001.
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SmartVault Phone App:

SmartVault »
Downloading and Setting Up the App: ! ‘

A SmartVault phone app is available for free for

SmartVault for iPhone and [+
iPad

iPhones and iPads. On your device open the app Aovews | Foates

store and search for SmartVault for iPhone and iPad. ]
Once you have downloaded the app you will sign in
using the username and password you created
above when you set up your account for your

{4
L6}
computer. You will be asked to allow SmartVault for ii % ]
iPad and iPhone to login to SmartVault using your ]! i i s
user id — touch “allow” to continue. e
sesec T-Mobile LTE 4:45 PM O i s4% W -
Description
& my.smartvault.com c

This application will be able to perform any operation you can in
SmartVault. However, this application will be prohibited from
accessing your password,

You can revoke acce s app at anytime by visiting View My
Apphcations in the SmarlVault portal.

Allow Deny

%

You will then be asked if you want to set a SmartVault Passcode. This is a four-digit code you
will enter into the application when you sign in. It is recommended but not required to select a

passcode.

Uploading using the SmartVault App:

Once you have signed in to your SmartVault account you will 4% & LR e

click on “Benchmark Tax Services, LLP”, Your Name, “Client
Files”, and then “Upload Your Files”. You will click on the
icon in the bottom left corner of the screen that resembles a
piece of paper with a plus sign. Your phone will ask if you
want to take a photo or choose a photo that’s already in
your camera roll. Once you’ve selected or taken a photo
you’ll be asked to input a name for the file. If you are taking
photos of a document that is multiple pages long please add
the page number to the title. Then click upload and your
good to go! The file will save automatically so you’re free to
close out of the app.

- Note: Just as with the desktop version, once you have
uploaded a file you will not be able to delete it yourself.
Just let us know and we can remove it for you though.

If you have any questions or need help
feel free to give us a call at 405-364-0001!

Q, Search

Click here to
upload files






