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Accessing the Portal 
1. Go to the following website: www.clientaxcess.com (Ctrl + Click to follow this link) 

2. Your Login ID is your Email address 

3. You will receive an email with a temporary password (this will need to be changed the first time you login). 

4. Password requirements - the new password you create must meet the following criteria for security 

purposes: 

 Number(s) (at least one) 
 Capital and lowercase letters 
 Symbol(s) (at least one) 

 
 

 

http://www.clientaxcess.com/
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List of the portals that have been created for you. If you have multiple portals, move between 
mouse clicking on the name of the portal. 
Folders with the documents that have been uploaded by you (Send to Folder), and sent from y 
accountant (Received from Folder). 

Overview of the Portal screen 

 
 

 
 
 
 
 
 
 
 

1. List of the portals we have created for you. If you have multiple portals, select the one you would like to work on first. 
2. Folders containing the documents uploaded by you (To Firm), or uploaded to you from the firm (From Firm). 
3. A list of the files contained in the selected folder. All files have an expiration date of 15 days. 

 

 
To open a file we have uploaded to you, double click the file name, select the program you would like to open the file with or save 
the file to a location. Select OK. Your file will open.  
 Alternative method: Click the box next to the file, click the Download button. The open file box will appear.  
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1. Double click to open the To Firm folder. 
2. Open your File Explorer drag the selected file to the open space under the existing files. 
3. The Upload Queue will open up. You can continue to drag files into this box or the open space under existing files. When 

you have all the files in the queue, click the Upload All button or the cancel/remove if needed. 
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