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Guide to using Onvio
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Getting Started
Prior to using Onvio for the first time, you will need to register your Onvio account.

One of the staff members at Bassler and Redick CPAs will send a registration link to your email

address.

Clr'n.riq. 1:26 PM
Bassler & Redick CPAs, LLC - Register Yo...

Open the email and click REGISTER NOW.
Bassler & Redick CPAs, LLC -

Register Your Client Center
Account [irba

° Onvio |

Register Your Client Center
Account
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The REGISTER NOW button will take you to a web page where you will create a password. Once
you have entered a password, select REGISTER ME.

Account Information

First Nama *

FIRST

Last Marna *

LAST NAME

/rﬂ_'_

Create Password

New Passwaord *

-

Confirm Password *

" Rogus
Passward Requrniamr——

il

I

Your password must have at least B characiers and 4 of the
following:
= AL laast 1 number (0-9)
= Al least 1 lowercase lotier (@-z)
+ Alleast 1 uppercass letier (A-Z)
* Al least 1 special character (puncluation) " = @ RS E
AT =k

Your password shoukl not use.

o words from the dictionany
= your user 1D
= sequantial lnttars or numbars such as “abc” or "123°

Now your account is registered. You can log on to your Onvio account anytime by following the
link: https://onvio.us/#/

Log in using your email address and the password you created.

Multi-Factor Authentication
Onvio gives clients the option to set up multi-factor authentication to increase the security of

their Onvio account. Multi-factor authentication is not required.

If you do set up multi-factor authentication, and are unable to access your authenticating
device, call the office and our staff can generate a 24-hour, temporary code.



Accessing Documents on Onvio

Log on to Onvio using your registered email address and password. Close out of any pop-up
messages.

Onvio will automatically take you to the TASKS section of the Onvio Client Center. Select
DOCUMENTS from the top center of the page to view your client documents.

Baviler L Radick CPAS. LLC TASHS { ooruugst 3 0 CTTT

n ALT HAMEL Fiany b

Al Tasks Comploted

Wikay vl By Tielep] SOl @Ay @daein"ull Tyl

Mhoid BOCUIMESE H Ahasa?

In DOCUMENTS, you can change your view by clicking the icon next to DOCUMENTS under the
client name. This will change the view between Firm Folder View and Simple List View.

Bassler & Redick CPAs, LLC

CLEENT
o sample, sample \\‘u
DOCUMENTS {E—. j;,

[Z] Tax Return 2018

[Z] Tax Return 2019



In Firm Folder View, you can view documents by folder (ex Tax Return 2018, Tax Return 2019,
ect). In the example below, the sample client has selected the Firm Folder View. They have
selected the folder Tax Return 2019, so only the documents in the Tax Return 2019 folder
appear.

Bassler & Redick CPAs, LLC TASKS DOCUMENTS @  FIRST LAST NAME «

cuer
e sample, sample All Documents

DOCUMENTS =

AllTime
[E] Tax Return 2018
Name Associated Task Added By Modified
[E] Tax Return 2019
&  ToDoSample_2019.pdf Someone Else 10/29/2020, 1:52 PM
& Sample_2019_TaxReturn.pdf Someone Else 10/29/2020, 1:52 PM

In the Simple List View, you can view all the documents that have been uploaded to your Client
Center. In the example below, the sample client has selected the Simple List View. They are
able to see all the documents that have been uploaded to their Client Center.

Bassler & Redick CPAs, LLC TASKS DOCUMENTS (2] FIRST LAST NAME -
CLIENT
° sample, sample All Documents
DOCUMENTS =
All Time <
All Documents
Name Associated Task Added By Modified ..
My Uploads
& ToDoSample_2019.pdf Someone Else 10/29/2020, 1:52 PM
e U & Sample_2019_TaxReturn pdf Someone Else 10/28/2020, 1552 PM
& Sample_2018_TaxReturn.pdf Someone Else 10/29/2020, 1:52 PM
Z  ToDoSample 2018 pdf Someone Else 10/29/2020, 1:52 PM

Click on a document to view a preview. Download the document to save it on your personal
device and print. When you are done previewing the document, select CLOSE.

The document preview tool bar is shown below.

ToDoSampe 2048, pedl

MName of the Download button — Click to cdose
document you downloads the document the preview
are previewing. to your personzl device.




Uploading Documents
Begin by navigating to the Simple List View under DOCUMENTS. On the orange bar, select Add.

All Documents

L] Mame Associated Task Added By Madified L

Once you click Add, a box will pop up. You may choose one of the browsing options to upload a
file or drag and drop your file to the box.

Add Document X

Drag a File Here or

BROWSE FOR FILE ) or SCAN FROM DEVICE

- Or Add Files From -

‘ & Google Drive | | g Dropbox | ‘ box ‘

Once the desired documents are selected, click UPLOAD.

Drag a File Herma or

BROWSE FOR FILE ) or SCAN FROM DEVICE

- Or Add Files From -

& Google Drive || 32 Dropbox | box

UPLOAD ' CANCEL

TeDaEampie_I0 10 5l X




Switching Between Clients

Some clients will have access to multiple Client Centers. Individuals may have access to their
personal Client Center as well as Client Centers for family members, businesses, trusts, and
estates.

To view another Client Center, click on the downward facing triangle next to the client name.
Bassler & Redick CPAs, LLC

o CLIENT /{——\
ll. v

LAST MAME, FIRST NAME \_—)
DOCUMENTS =

All Documents
My Uploads

Shared With Me

When you select the triangle, a dropdown menu will appear with a list of all the Client Centers
you have access to. Select the client name you are interested in viewing.

Bassler & Redick CPAs, LLC

o CLIENT
-
LAST NAME, FIRST NAME

BUSINESS CORPORATION

FAMILY TRUST

BUSINESS PARTMNERSHIP



Common Questions
e Why am | only able to see documents for my business and not my personal account?

o Make sure you see the desired name on the left side of the screen. In this case,
you would want to see your name rather than the business name. Click the
downward facing triangle next to the client name.

o Adrop down menu will appear, and you can select your name. Once you select
your name, you will be able to see the documents for your personal account
rather than your business account.

e How do | print a document?
o Select the document you wish to print.
o Onvio will open a preview of the docment. Download the document to your
device.
o Print the PDF file from your downloaded documents.

e What happens if | forget my password?
o On the Onvio login page, there is an option to reset the password. Enter your
email address and click Reset Password.
o An email will be sent from Onvio. Follow the instructions in the email to reset

your password.

e What happens if my Onvio registration link expires?
o Onvio registration links expire after 24 hours. If your link has expired, contact
Bassler & Redick CPAs, and one of our staff members will send you a new

registration link.
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If you have additional questions, please call
Bassler and Redick CPAs. The office number is
907-272-2041. Our staff is always happy to help!
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