YEO & YEO

BUSINESS SUCCESS
PARTNERS

NetClient CS Client Portal FAQ

1. Welcome to Yeo & Yeo NetClient CS!

Once you have asked us to set up your account, you will receive an email asking you to create a login and
password. The email will look like this:

Register Your Yeo & Yeo NetClient CS Account box x

Yeo & Yeo, P.C. <no-reply@thomsonreuters.coms

%
YEO & YEO

Dear Wendy Thompson Test,

Thank you for requesting a secure Yeo & Yeo portal through NetClient CS. To create your portal, please Register

your account now.

After you register your account, you may log in to the portal from the NetClient CS Login page, also accessible on

our website in Client Tools.

For assistance, refer to Yo & Yeo's NetCli
pleass FORWARD this emall to yeohe

AQ. If you have questions or need additional assistance,
m or call your Yeo & Yeo office.

Thank you for using NetClient CS.

Yeo & Yeo CPAs

This electronic mail message contains confidential and legally privileged information intended only for the recipient I the
reader of this message is not the intended recipient, the reader is hereby notified that any dissemination, distribution, copying
or other use of this message is strictly prohibited

Click ‘Register.’

The following web page will open. Enter a password, choose your preferred language, agree to the terms, and
then click ‘Continue’:
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Create an account

Access your products with a single Thomson Reuters account.

Already have an account? Sign in

All fields are required.

First name

[ Wendy Thompson ]

Last name

E |

Emaill

[ 27winifred@gmail.com ]

MNew password

Your new password must contain:

At least 8 characters in length

At least 3 of the following:
An uppercase letter (A-Z)
A lowercase Letter (a-z)
A number (0-9)
Aspedial character (M#5%8 ()4, /5<==FE0]" {I-)

Confirm new password

|

Preferred language

English (US) w }

[J 1 agree to the terms of use
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You will then be asked to verify your email with a 5-digit code that has been emailed to you.

Verify your Thomson Reuters account

Thomson Reuters <access.info@thomsonreuters.coms= Unsubscribe

tome »

Inbox x

i THOMSON REUTERS’

Verify your Thomson Reuters account

Hi Wendy Thompson,
Thanks for signing up for a Thomson Reuters account. Your verification
code is listed below. Enter this code on your sign-in page to complete set
up.

49055

Thanks,
Thomson Reuters

THOMSON REUTERS®

Privacy policy | Cookie policy | Temms of use

Verlfy your 5-diglt code Resend code
Code is valid for 2 howrs.

JIDCHENE]

Create your account

<] Verify your email

We've sent a 5-digit code to your email 27winifred@gmail.com. Verify your email by entering the
code below. Once verified your account will be created.

Enter the 5-digit code. Then click ‘Create your account.’
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You will then be asked to log in using your email and password.

i, : THOMSON REUTERS'

Sign in to NetStaff CS or
NetClient CS

Email

{ E?Winifred@gmail.cuni m

Click ‘Sign in,” and then it will request your password.
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: THOMSON REUTERS"®

Sign in to NetStaff CS or

NetClient CS
27winifred@gmail.com Edit
Password
LA T LR L L] @

Reset your password

You must set up multi-factor authentication to make your account more secure. The preferred method is
notification via the AuthO Guardian app, which will push a notification to your smartphone. Other options will
require you to type in the code to log in each time.
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Click on ‘Notification via AuthO Guardian app.’

" THOMSON REUTERS'

Keep Your Account Safe

Add another authentication method.

Notification via AuthO
Guardian app

[E] Google Authenticator or
similar

B Phone >

Security Key p
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Download the AuthO Guardian app from the app store and click ‘Continue.’

* THOMSON REUTERS®

Secure Your Account

In order to continue, install the AuthQ Guardian app
via the app store from your mobile device,

o ,

App Store Google Play

Try another method
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Open the app on your phone, click ‘Add’ if needed, and then scan the QR code from your screen.

: " THOMSON REUTERS'

Secure Your Account

Scan the QR Code below using the AuthQ Guardian
app on your mobile device.

Try another method

Click to copy code: You may save this code in a secure location to allow you to enter the portal when you cannot
access your device. Then click, ‘I have safely recorded this code,” and ‘Continue.’
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: THOMSON REUTERS"®

Almost There!

Copy this recovery code and keep it somewhere safe.
You'll need it if you ever need to log in without your
device.

Copy code

| have safely recorded this code
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You will be asked to agree to the client portal agreement terms and conditions:

Updated: 582013 3.07 PM

This Client Portal Agreement (“Agreement™) is made by and between Yeo & Yeo, P.C., Cerified Public Accountants "Firmn™) and you the
"Clignt" effective on the date it is executed by Firm's authorized representative.

. Purpose. Firm offers a Client Portal to permit easy and secure electronic transfer of documents between Client and Firm and to
prowide Client with internet access to certain documents created or maintained by Firm. Firm agrees to provide the Client Portal
and Client agrees to use the Client Portal on the terms and conditions set forth in this Agreement.

%]

. Service Availability. Firm will use its commercially reasonable efforts to provide Client with continuous access to the Client
Portal. FIRM MAKES MO WARRANTY, EXPRESS OR IMPLIED, THAT CONTINUOUS ACCESS TO THE CLIENT PORTAL
WILL BE AMAILABLE AMD FIRM SHALL MEVER BE LIABLE FOR ANY DAMAGES, INCLUDING CONSEQUEMNTIAL

DAMAGES, ARISING FROM FAILURE OF ACCESS FOR ANY REASOM, INCLUDING BUT NOT LIMITED TO THE
MEGLIGEMGE OF FIRM.

. Security. Firm will use its commercizally reasonable efforts to make the Client Portal secure from unauthorized access. The

Client Portal will require industry standard 12Ebit encryption on all communications between the Chent’s end user device and the -

By clicking on 'l Agree’, you indicate that you agree to these Terms and Conditions.

| I Disagree || I Agree |,..«j

Congrats!! Your NetClient CS portal has been set up!
2. Where do | go to log in to my NetClient CS portal account?

You can find a link to the NetClient CS login page on Yeo & Yeo's website at www.yeoandyeo.com.

Click on Client Portals and Payment in the top right corner (located on every site page), then click on
NetClient CS - Payroll & Accounting Client Portal.

e You can also save/bookmark this link to the NetClient CS login page:
https://secure.netlinksolution.com/nextgen/?firm=12152.



http://www.yeoandyeo.com/
https://www.yeoandyeo.com/client-portals
https://secure.netlinksolution.com/nextgen/?firm=12152
https://secure.netlinksolution.com/nextgen/?firm=12152
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When logging in, choose Sign in with Thomson Reuters Account.
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IZ
YEO & YEO

Yeo & Yeo

Secure Client Portal

ar——

_-_‘_'_‘—l—n—
OR

[ Sign in with NetStaff CS or NetClient CS account ]

Not sure what to do? (4

View system status 7

3. What if | forgot my login user ID?

Your NetClient CS login user ID is your email address.



% NetClient CS Client Portal FAQ

4. What if | forgot my password?

On the NetClient CS login page, click ‘Reset password?’

Sign in to NetStaff CS or
NetClient CS

Z7/winifred@gmail.com Edit

Password <y

Reset your password

You will be asked to enter your email address to send a link to reset your password:
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Email

Reset your password

password.

Ziwinifred@gmail.com

Back to sign-in

% THOMSON REUTERS®

Enter the email that's associated with your Thamson
Reuters account and we'll send a link to reset your

5. How do | upload a document?

Log in to your NetClient CS portal account.

Click on ‘ClientFlow’ on the left side of the portal screen:



NetClient CS Client Portal FAQ

Documents

4 ClientFlow

PZS
YEO & YEO

==£ Home @ Messages

&= NetClient CS

Click on your individual client name or your business client name (i.e., ‘TEST’ in the screenshot below); if you
have multiple client names, confirm you are clicking on the client name that relates to the documents you are

uploading:

PZS
YEO & YEO

=== Home @@ Messages

Documents

% ClientFlow

B W
Chient Name

_J TEST
—— ey
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Click on the ‘Upload’ button:
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PZS
YEO & YEO

=22 Home @ Messages

Documents

% ClientFlow

K NetClient CS ® /| TEST

D W 3

Home Up Upload

—

File Section

You have two options to upload documents: 1) Highlight and drag the documents to the area marked as ‘Drag
files here.’ or 2) click on ‘Add files,” browse to the folder on your computer where the documents are located, and

select them. After selecting all the files, click ‘Open.’

Once the files are listed under ‘Filename,’ click ‘Start upload.’

Upload

Filename

() Add files ||  Start upload

Drag files here.

Size Status

0b 0%
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6. What happens when | receive a document in my portal?

NetClient CS Client Portal FAQ

When Yeo & Yeo uploads a document to your portal, the person uploading the document may send you an email

or otherwise contact you to let you know a document is available.

Log in to your NetClient CS portal account.

Click on ‘ClientFlow’ on the left side of the portal screen:

Documents

ClientFlow

"

PZS

YEO & YEO

222 Home @ Messages

& NetClient CS
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Click on your individual client name or your business client name (i.e., ‘TEST’ in the screenshot below); if you
have multiple client names, confirm you are clicking on the client name that relates to the documents you are

trying to view:

PZS
YEO & YEO

=== Home @ Messages

Documents

% ClientFlow

B W
Client Name

|_J TEST
———

The portal sorts alphabetically by description each time you log in. Click the document date twice to move the

newest documents to the top.
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Frequently Asked Questions / Troubleshooting

Q: What browsers are supported by the portal?

A: The portal supports Google Chrome and Microsoft Edge.
e Ifusing a Mac, Chrome should be installed and used rather than Safari.
e Ifusing an iPhone or iPad, the NetClient CS app should be installed and used rather than Safari.

Q: What are my options for multi-factor authentication?

A: The preferred multi-factor authentication method is to download the AuthO Guardian app from the app store on
your mobile device. This will push the multi-factor authentication message to your phone for easy access.

Other authenticator apps also work. However, they do not push the message, meaning you must know to open
the app to be prompted for multi-factor authentication and type the code into the website.

Adding a phone will allow a code to be sent via text message or a phone call (your choice). Your email address is
automatically enabled as a backup method.

Q: When trying to get into a folder on the portal, an error message occurs (“An error has occurred.
Please close the document and reopen it.”). How do | get into the folder?

A: This typically indicates you have double-clicked on the folder name. Instead, single-click on the folder name.
Q: Only the first page of the PDF is showing for me. How can | see the entire PDF that is in my portal?

A: The programming of the portal website assumes you have certain additional programs installed and available
on your device. This may not necessarily be the case, especially with mobile devices. Most computer browsers
will open the complete PDF for you to view, so it is recommended that you open the PDF on your computer rather

than on a mobile device.

For those needing to use Mobile devices, there is an app called NetClient CS.

NetClient CS =

ax & Accounting, a Thomson Reuters business

You can download this app and log in using the same login and password as you do on the website.
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Q: | am trying to log in to the portal website but getting an unexpected error, such as this one. How do |
getin?

Multi-factor Authentication
Sign in with your NetStaff CS account

An unexpected error occurred. Please try again.

Finding your paired device.

CANCEL RETRY

A: Multiple things may work, depending on the exact situation.

a. First, click the RETRY button in the message and try logging in again. Do not refresh or reload the page.
(Reloading the page will cause you to get the error again, whereas RETRY may not).

b. If that does not work, close out of the browser you were in. Open a different browser. (If you were in
Chrome, try Microsoft Edge, or vice versa). Try logging in in the new browser. We would expect the first
time in the new browser to get the unexpected error message. Click RETRY and log in again.

c. We have had some success closing out all programs, restarting the machine, and trying again.

d. If none of those work, you must clear out your cache/cookies. Be aware this is Thomson Reuter’s first
choice for reliability, but it will cause you to lose saved passwords and other things that may have
legitimately been stored in cache/cookies. The steps vary from browser to browser.

How to clear cache/cookies for Chrome (see snip on next page):
i. While in Chrome, hold down Control+Shift+Delete simultaneously.
ii. Click on Advanced. Change the Time range to All Time, and make sure the top four boxes are marked.
Then click ‘Clear data.’
iii. Close out all Chrome sessions that are open.
iv. Reopen Chrome and try to log in again.



% NetClient CS Client Portal FAQ

Clear browsing data

Basic Advanced
e

Timerange  All time -

Browsing history
54 items
Download history

MNone

Cookies and other site data
From 78 sites

Cached images and files
41.8 MB

Passwords and other sign-in data
Mone

] 08 |8 |8 |

Autofill form data ~

Cancel Clear data

—_
[ o |
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Q: | set up multi-factor authentication. Now, | cannot get it to work. What should | do?

A: Click ‘Try another method.’

THOMSON REUTERS’

Verify Your ldentity

We've sent a notification to the following device via the
Auth( Guardian app:

() iPhone

OR

Manually Enter Code

Didn't receive a notification? Resend

Try another method
—_—
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Choose email.

4 Select a method to verify your identity

&-I Motification via AuthO
Guardian app

[E] Google Authenticator or similar>

< Email >

() Recovery code >

Enter the code from the email you will receive.

THOMSON REUTERS”

Verify Your ldentity

We've sent an email with your code to

E?Wiit*****@gmai*****
Enter the code
{ 617132

Didn't receive an email? Resend

Try another method

Click ‘Continue.’
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Q: I don’t recall setting up multi-factor authentication, but it tells me to verify my identity. What should I
do?

“ THOMSON REUTERS'

Verify Your ldentity

We've sent a notification to the following device via the
AuthQ Guardian app:

(" iPhone

OR

Manually Enter Code

Didn't receive a notification? Resend

Try another method

A: Click ‘Try another method.’
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i..: THOMSON REUTERS'

Verify Your ldentity

We've sent a notification to the following device via the
Auth( CGuardian app:

() iPhone

OR

Manually Enter Code

Didn't receive a notification? Resend

Try another method
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Choose email.

Select a method to verify your identity

Notification via AuthO
@ Guardian app ’

) Google Authenticator or similar>

b4 Email >

@) Recovery code >
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Enter the code from your email.

: THOMSON REUTERS®

Verify Your Identity

We've sent an email with your code to

2?‘wi*$*$*¢@gmai$*¢**

Enter the code
{ 617132

Didn't receive an email? Resend

Try another method

Click ‘Continue.’

For additional portal support, please contact your local Yeo & Yeo office.



