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Portal User Guide for Clients

Welcome to the iChannel Portal for Watkins Uiberall. The Portal is a feature of a larger Document

Management System, called iChannel, which has been implemented by Watkins Uiberall. This portal offers

a secure location for you to access your data, collaborate with Watkins Uiberall staff, and upload documents

of your own.

This guide will walk you through logging into your personalized, secure portal site. It will also show you

how to upload your own documents and how to reset your password.

Logging into the Portal

Record that

You will be provided with the following information needed to login to your Portal.

information here:
Website:

User ID:

Password:

Site Name or #:

1. Go to the provided website. You will see a login screen.
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LOGIN

User ID: |jdoe@gmail.com xl

WATKINS Password: | |
UIBERALL Site Name:  |10079 |

Certified Public Accountants

O Sign me in automatically

Email Admin Forgot Password

2. Enter the User ID and Password. You may be prompted for the Site Name or number if your

username is not unique.
3. Click the Login button.



4. Next, you will see the Terms and Conditions screen. Read the terms and conditions, check the

box to agree to the terms, and click the Agree button. You may print a copy for your records.
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Terms and Conditions

This Client Portal Agreement (“Agreement”) is made by and between this website operator("Firm") and you {"Client") effective on the date it is

axecuted by Firm's authorized reprasentative upon the following terms and conditions: ~
1. Purpose.

Firm provides a Client Portal to permit easy and secure electronic transfer of documents between Client and the Firm and Client access to

certain documents created or maintained by the Firm.

2. Service Availability.

Firm will use its best efforts to provide 24 hour daily availability of the Client Portal Service. However, Firm makes no representation or

warranty that 24 hour service will be available.

3. Security.

Firm will use its best efforts to make the Client Portal secure from unautherized access. The Client Portal will reguire industry standard 128bit
encryption on all communications between the Client's end user device and the Client Portzl server. The Client Portal server operating system

and applications software will be updated and virus-scanned regularly. However, Client recognizes that no completely secure system for

electronic data transfer has yet been devised. FIRM MAKES MO WARRANTY, EXPRESS OR IMPLIED, REGARDING THE EFFICACY OF THE

SECURITY OF THE CLIENT PORTAL AND SHALL NEVER BE LIABLE FOR ANY CLAIMED ACTUAL OR CONSEQUENTIAL DAMAGES ARISING FROM

ANY BREACH OR ALLEGED BREACH OF SECURITY OF THE CLIENT PORTAL.

4. Logon Accounts and Thair Security.

Firm will set up individual logon accounts for those of Client's employees who need access to the Client Portal. Each account will have access

only to these document areas requested by Client. (Firm strongly recommends that Client establish a policy that logon information not be

shared among its employees). In order to maintain security, Client agrees to designate a single individual as the authorized person to contact

Firm to request employee logons, All logon passwords will be transmitted to the designee by telephana,

3. Termination of Logon Account. W

when an indivi

Client agrees to notify the Firm's Help Desk ir | logon account is to be terminated. The Firm will make every =ffort

—_— [V] 1 agree to the terms and conditions

5. You may be prompted to change your username and set-up the Forgot Password Questions.

Make any changes and click the Save button. The screen will refresh.
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Saved, but may warrant correcting:
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Subscriber Information Update your password
*Last Name: SMITH Current Password:
*First Name: PETER New Password:
Phone: Confirm Password:
*Email: PSMITH@ACME.COM
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Forgot Password Question(s) \J \
Question (1): [=]
Answer (1):

Question (2): [=]

Answer (2):




6. Click the Watkins Uiberall logo at the top left corner of the page to go to your dashboard. On this
dashboard, you will be able to see which documents you have submitted and whether or not those

documents have been read by the Watkins Uiberall staff.
¥ T I Switch Site: 3

U Submit Files

i Dashboard » k Pumphrey
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’\ Unread Documents \ Submitted Files Log

Adding Documents

1. Click the Submit Files link in the header.

FU Submit Files

i Dashboard » K pumphrey

Switch Site: [Sample Test Clent V| &
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\\‘j Unread Documents \l Submitted Files Log

2. The Submit Files screen will open. From this screen, you can choose whether to categorize your
files or not. Click Next.
I.U R & Dl

& Submit Files Wizard
@ Folder Selection @ Select File(s) @ Notifications and Notes @ Upload Files € Prev

& submit Files Wizard

T - =
‘Switch Site: [Somple Test Gt | &

B Altemate Upload Method > . .
Folder Selection (Optional)

© View Past Submission

History > This is a new optional step to create and select a folder ta upload your files to. If you want to skip this step, click the Next button. To create a
folder, type a name in the enter folder name box and click the Create Folder button. All folders are listed in the panel below. Select a folder by

clicking on the name and then click the Next button. You may also click the Delete Folder button to remove a selected folder.

cash
PAC docs
Q1 Documents

test folder

W Delete Folder
name © Create Folder




3. On the next screen, you can either “drag & drop” files from Windows Explorer or you can click on

Select Files to find the files from a disk, computer, network, CD, etc. Once you have uploaded your
files, click Next.

w Submit Files

& submit Files Wizard

@ Folder Selection @ SelectFile(s)

@ Notifications and Notes Upload Files
& Submit Files Wizard
B3 Alternate Upload Method >

Select File(s)

Switch Site: [Sample Test Glent | &

© View Past Submission

History Drag files to the box below or click the Select File(s) button to select files from your computer to upload.

Once done, click the Next button to
continue.

Filename. size Status

Test.docx

12kb 0% @

[3 Select File(s) |l % Clear Files 12kb

0%

Total Files Selected: 1

4. On the next screen, you can choose to notify an individual of your f

File Edit View Favorites Tools Help

Lu Submit Files

& Submit Files Wizard

@ Folder Selection @ Select File(s) © Notifications and Notes @ Upload Files @
& Submit Files Wizard

5 Alte te Upload Method >
B temate Upload lfetno Notifications and Notes (Optional)

ile uploads or not. Click Next.

% @gConvert ~ [ Select
Switch Site: [Sample Test Ciert /] &

@ View Past Submission
History This step is optional as an employee will be notified of your file upload(s) once it is completed. If you would like to notify others, use the Email

Notification box can be used to list email address(es) you would like to have notified once your file upload(s) are complete. The Note box can
be used to send a message along with your files to anyone receiving notification that your file upload(s) is completed

Email Notification

B KPUMPHREY@WUCPAS.COM,

Note: piease use 3 comma () betwsen e-mai sddresses

<>

Notes

5. Once you have reviewed your file upload information, click Upload.

File Edit View Favorites Tools Help

% @ Convert w [B)Select
Switch site: Sampl Text Grt ] & ( Logout )

Submit Files

& Submit Files Wizard

@ Folder Selection @ Select File(s) @© Nofifications and Notes © Upload Files
& Submit Files Wizard

B3 Alternate Upload Method >
Upload File(s)

@ View Past Submission

History Review the information below. If correct, use the Upload button to upload your file(s). If the information is incorrect please use the arrow buttons

10 go back and fix any step.

Folder: Test

Number of Files: 1

File Names: Test docx

Email Addresses to Notify: KPUMPHREY@WUCPAS.COM,
Notes:

No information was entered




6. You will receive a prompt when your files are uploading. Then, you will receive a prompt when your

files have completed uploading. Please, do not log off of the site until you have received the

completed notification.

File Edit View Favorites Tools Help x @ Convert v [)Select
"N

Submit Files
& Submit Files Wizard Upload Complete
e
@ Folder Selection @ SelectFile(s) @ Nofifications and Notes © Uplof 115 = Piev 1 iNext

& Submit Files Wizard
B Atternate Upload Method »

@ View Past Submission
History > Drag files to the box below or click the Select File(s) button to select files from your computer to uploa. ORCE 0!

Switch Site: [Sample Test Clent v| &

Uploading Files %
@ Now Upioading fies tothe server, pease
wait.

Select File(s)

continue

Uploaded 1/1 files 12kb 100%

Changing Your Password

Once you log in to your portal you may want to change your password.

1.

a > w DN

Click the @ icon at the top of the screen. The User Profile screen will open and Update your
password will be displayed.

Enter your current password.

Enter your new password.

Re-enter your new password.

Click Save at the top of the screen. You will receive confirmation in red when the password is
changed.

Click the Logout link at the upper right corner of the screen and then login again with the new

password.

Changing Your Forgot Password Questions

o g k> w bR

Click the My Profile & icon at the top of the screen and the User Profile screen will open.
Locate the section labeled Forgot Password Question(s).

Click on the drop down menu to select a question.

Type in your Answer to corresponding question below it.

Click on Save at the top of the page.

Completed

@ Your information has been saved. \Nfj| | appear at the top Of the page_



