Silbereich and Associates, Inc.

Step-by-step Guide Through the SmartVault Portal

This is a guide for all new users and current users of Silbereich and Associates’ SmartVault.
Current users should follow the normal login steps to access the portal. New users should have
already received an invite link via email and should just click that link to complete the setup.

1. Go to https://ourtaxman.smartvault.com
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2. Login to your account using your email and password. Please note that your email
address must be the one you provided to Silbereich and Associates. The password was or

needs to be set by you.

Once you clicked the signed in button, for security reason it will send a verification code to
your email. Please enter this code in the verification field on the portal.
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3. If you forgot your password, please reset it by clicking on the “Can’t sign in?” link.
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4. Once you logged in you will see your Home page account. On the center column by
default you will find the Secure Document Upload shortcut section to securely upload
your document. In this center column you will also find shortcut to view your documents

in All Your Documents, One Place section.
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5. To DOWNLOAD your tax returns, please click the blue “View Your Documents” button
from the All Your Documents, One Place” shortcut section.
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Or you could also click on the “View Files and Folders” link on the left-hand side menu.
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6. Once you clicked either links to view your folder and files, you will find folders according
to your tax years.

51| B8 srmavault X |+
£ & O B &= https:/fsvportal00 1] smartvault.com/app/Silbereich and Associates%2C Inc/upload-docs

Recent Upload Folders

Silbereich and Associates, Ine

Ipload your files to the folders relevant to the current or prior year engagaments
Year MName Folder Location
SILBEREICH AND ASSOCIATES, ING
2074 Client Source Documents

apm e SILBEREICH, SAM / TY24
HLDERD LA, RS

Home

2073 Client Source Documents

SILBEREICH, SAM

SILBEREICH, SAM / TY23

7 Upload Documents

Total of 2 folders
Viaw Files and Folders

7. Click your tax year icon labeled “Client Source Documents” to open the folders.
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Ipload your files to the foldars relevant to the current or prior year engagements

Year Mame Folder Location
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8. Here you will find your tax return or any other documents you have ever uploaded. There
are 3 folders in this page. Client Organizer should be an empty folder unless you have



requested a PDF copy of your business or personal tax organizer form. Client Source
Documents holds all files you uploaded for the given tax year. And Client Tax Returns
holds your copy of your tax returns as well as the IRS acceptance letter once it has been

filed.
1B B smartauit ol =
« C Q 5 32 hittps/fsvportal001.smartvault.com/app/Silbereich and Associates%2C
View Files and Folders

SILBEREICH AND ASSOCIATES, ING SILBEREICH SAM > TY24

Home

1T Upload Documents Name

< i " Client Organizer
[ View Files and Folders

Client Source Documents

Client Tax Returns

Silbereich and Associates, Inc. fioiaster by o homeresiiyeor el tdacs ers

rig/felders/SILBEREICH%2C SAM/TY24

+ Add shoneuts

Last Modified

9. To DOWNLOAD your tax return, please click on the “Client Tax Returns” icon link

tax return is done, you will find it in this folder.

. If your
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10.0nce the folder is opened, you will have the option to download the copy of your tax

return and the IRS e-file acceptance letter.
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11.To UPLOAD your documents, please click on the Client Source Document icon link.
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12.0nce the page is loaded, click on the blue ‘Upload file” button on the right side.
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13.A pop up “Upload File here” window will appear where you could drag and drop your
document to be uploaded or click on the blue “Upload a file” button to browse for your
document to be uploaded from your PC or Mac.

Upload file here
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Dirag and drop yvour files anywhara or

14.0nce your file or document is ready to be uploaded, the name of the file or document will
appear on the Upload file here window. Please confirm it then click the blue “Save button
to upload.



Upload file here
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15.The file or document will be in the SmartVault. Silbereich and Associates gets notification
that you have uploaded a file.
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