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OVERVIEW

Onvio Client Centre allows you to view the documents that your Accountant has shared with you, as well as respond to requests for information and electronically (E-Sign)

documents sent to you. You can also add documents to your account, for your Accountant’s attention.

Your Accountant will send you an email to register your Client Centre account. To log into Onvio Client Centre, open a

browser and enter the URL www.onvio.co.uk into the address bar.

Note: Internet Explorer is not compatible with Onvio Client Centre.

Apple and Android users can also download the phone app ‘Onvio Client Centre.” The phone app enables you to take photos
of documents and upload them as PDFs, as well as view and respond to tasks sent to you by your Accountant. If you need to

reset your password at any point, this can be done on the log in screen of Client Centre www.onvio.co.uk

The first time you log into Client Centre, you will be prompted to set up Multi-Factor Authentication (MFA). MFA for Onvio
is a two-staged log in. By setting this up, you will be required to enter a password, as well as approve your log in via the
Thomson Reuters Authenticator app (available on the App Store and Google Play) when logging into Client Centre. To set

this up, choose SET UP NOW when prompted. Otherwise, to skip past this section, select REMIND ME LATER.

Leam more about muli-iactor authey Wicason
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HOME SCREEN

When you log into Client Centre for the first time, you will be welcomed to your account with a brief overview of how to

action a task sent to you by your Accountant. To begin, select CLOSE & GET STARTED.

In the top-right hand corner of Client Centre, your name displays. Select the drop-down arrow next to your name in order

to edit your profile and sign out of your account. Select the ‘question mark’ to access additional help resources.

At the top of the screen, your account is split into two sections; Tasks and Documents. Select TASKS to respond to a task sent to
you by your Accountant. Within the left-hand task pane, you can select from the client drop-down list to view pending tasks

sent to you to action on behalf of yourself, as well as your client relationships. An example of a task is a pending E-signature.
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E-SIGNING

When your Accountant sends you an E-Sign request, you can use the E-signing Wizard to action this and send the sighed document back to your Accountant.

Step 1. The Documents to review are listed, to proceed and review these documents, you must first read the Electronic Record and Signature Consent Disclosure by

selecting the hyperlink. By then ticking the box, you are agreeing to these Terms and Conditions. To proceed, select REVIEW & SIGN DOCUMENTS. To decline the request,

select DECLINE and add a comment to notify your Accountant.

s THOMSON REUTERS TASKS DOCUMENTS (2] ROBERT HOOPER

CLIENT

o Hooper, Robert M . Decline Documents X
eSignature Request for Robert Hooper

T0-00 @ EXPIRES 28/01/2021

Reason for Declining Documents *
— Approvals @@
Documents to review:
eSignature Request  ® « Robert Hooper - Tax Computation  Required field

» RH8934 Hooper R SA100 18-19
4+ Requests @

m CAnCEL

| have read the Electronic Record & Signature Consent Disclosure, | agree to its terms, and | would like to continue to the eSignature process.

COMPLETED
REVIEW & SIGN DOCUMENTS ) DECLINE

+ Approvals
Step 2. Confirm your signature style. Here you can either type, draw or upload an image of your signature which will appear on the signed document. Select NEXT to

continue to review the documents as well as the confirmed signature style. Note: you can choose to submit or decline on the next screen, following review.

Confirm Signature

Full Name

Robert Hooper

Signature Style

Brbene Hoopn
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Step 3. On this screen, review and approve the accompanying ‘To Approve’ documents listed within the left-hand task pane. Once approved, a blue tick will display
next to the document title. Next, select each document beneath ‘To Sign.” You can zoom in and out of the document, navigate between pages as well as print a copy

before choosing to E-sign. To E-sign the document, select the START button displayed when selecting the document with a pending exclamation mark.

© Attention Needed Client: Mr R Hooper (Tax Reference:2207552685)

To Sign )
There is 1 item that
needs your attention on Signing your form and sending it back
RH8934 Hooper R SAT00 18... this document. Please fill in this section and sign and date the declaration at box 22.
20 If this tax return contains provisional figures, put X in 23 If you've signed on behalf of someone else, enter
the box the capacity. For example, executor, receiver
To Approve
21 If you're enclosil L Y pages,
RObert Hooper - Tax Comput... pgiEathelbox 24 Enter the name of the person you have signed for

22 Declaration

I declare that the information 've given on this tax return .
and any supplementary pages is correct and complete to 25 If you filled in boxes 23 and 24 enter your name
the best of my knowledge and belief.

I understand that | may have to pay financial penalties and
face prosecution if | give false information.

Signature 26 and your address

Q Robert Hooper

Date DD MM YYYY

19/10/2020

& | ~ Pageartn v | @ 100% @

rm—
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Step 4. You are then taken to the location of the signature, select confirm to agree to E-sign. Alternatively, you can choose to DECLINE in the bottom right-hand

corner of the screen.
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Step 5. Once you have actioned all requests, they will be marked with a tick. SUBMIT then becomes available in the bottom left-hand corner. Select SUBMIT to
complete the request and notify your Accountant of its completion. If they have not already done so, your Accountant will need to share the signed document with
you. Once shared, you can access the document beneath the

To Sign

Documents tab, located at the top of your Client Centre account. @ rresassooper R sHiC0TE

To Approve

@ Robert Hooper - Tax Comput...

=
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DOCUMENT REQUESTS

Your Accountant may send you a Document Request. You can use the process below to upload the requested documents, as well as comments for your Accountant’s review.

Step 1. Ensure that the correct client is selected by clicking on the drop-down arrow located next to the client name, within the left-hand task pane. Once selected,
the pending ‘To-Do’ items display with the total outstanding as well as a prompt towards the new tasks. Expand the ‘+’ icon, next to Requests to view the pending

Document Request.

Step 2. The Document Request appears in the central screen with each request available to select at the top, for example, Request 1, 2 and 3. The information being
requested is listed, in the example below ‘Please upload P60." Use the Upload Document section to add the requested documents. You can select the BROWSE FOR
FILE button, DRAG A FILE HERE, SCAN FROM DEVICE for those with the Client Centre phone app, or the cloud storage buttons. Once complete, tick ‘All Documents
Uploaded.’

Step 3. You can add comments to accompany the request by free typing into the Additional Comments box, these will then be visible to your Accountant upon

submission. i
1.:- THOMSON REUTERS TASKS DOCUMENTS [7] ROBERT HOOPER =

CLIENT
Hooper, Robert
Document Request

To-00 @

— Requests | @
Please upload P60

Document Request o Upload Document

Drag a File Here or

BROWSE FOR FILE ) or SCAN FROM DEVICE

COMPLETED - Or Add Files From -

+ Approvals & Google Drive :5 Dropbox box

+ Requests

0 DOCUMENTS ATTACHED

No documents to display.

Additional Comments

Leave a comment for your accountant

[ All Documents Uploaded
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Step 4. Select Next to continue to the next Request. Alternatively, you can select each Request at the top of the screen to continue. Once all information has been

uploaded, select Mark as Complete. This will notify your Accountant that the documents have been uploaded. The task will then move to the completed section

within the left-hand task pane.

THOMSON REUTERS TASKS DOCUMENTS [~] ROBERT HOOPER

cLenT Have you had any new starters?
Hooper, Robert

Upload Document

To-00 @

+ Approvals
Drag a File Here or

o . Confim Task Completion X

- Or Add Files From -

Document Request

& Google Drive || 33 Dropbox box Once you click Marked as Complete, you will be unable to make changes to
this task. Are you sure you wish to complete it?

COMPLETED 0 DOCUMENTS ATTACHED

A ! Ne documents to display.
+  Approvals + MARK AS COMPLETE CANCEL

+ Requests Additional Comments

No new starters this month

All Documents Uploaded

< PREVIOUS l ~/ MARK AS COMPLETE

Step 5. After marking as complete you will be asked to confirm. Click MARK AS COMPLETE to complete the Request.
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DOCUMENTS
To access documents that your Accountant has shared with you and to upload documents for their attention, select the Documents tab at the top of the screen.

Step 1. You can navigate between your clients by selecting the drop-down arrow located next to the client name, within the left-hand task pane. Once selected, the
option ‘All Documents’ within the left-hand task pane will display all documents, those that have been shared with you in relation to the selected client, as well as

those that you have uploaded. You can separate this search by choosing either My Uploads or Shared with Me.

: THOMSON REUTERS TASKS DOCUMENTS [2] ROBERT HOOPER «

Hooper, Robert - All Documents
DOCUMENTS = © Add &, Download iy Delete Send Z
All Time
All Documents
I Last 2 Weeks 1 Associated Task Added By Modified .
My Uploads Last Month
Last & Months »xrt Hooper - Tax Computation pdf Me 15/10/2020, 15:04
sh 4 With M Last Year

ared Viith Me | Anmime Mes and Installs for Digita Practi Me 07/10/2020, 16:10

& 64-8(2019).pdf Someone Else 07/10/2020, 16:06

& 2020-10-07 - Test Document pdf Someone Else 07/10/2020, 16:03

& Updates and Installs for Digita Practi Me 07/10/2020, 15:49

& Updates and Installs for Digita Practi Me 07/10/2020, 15:49

¢ RHB8934 Hooper R SA100 18-19 (1).pdf Someone Else 07/10/2020, 11:09

& Robert Hooper - Tax Computation.pdf Someone Else 07/10/2020, 11:09

¢ Updates and Installs for Digita Practi Someone Else 07/10/2020, 10:49

¢ RHB8934 Hooper R SA100 18-19.pdf Me 07/10/2020, 10:49

& Updates and Installs for Digita Practi... Document Request Someone Else 07/10/2020, 10:26

¢ R Hooper - SA100 pdf Someone Else 07/10/2020, 10:26

° ADD DOCUMENT

¢ R Hooper - Computation Summary.pdf Someone Else 07/10/2020, 10:26

Step 2: To refine the central list, you can select All Time to only show documents from the selected time criteria. To search for a particular document, type into the
search box located in the top right-hand corner.
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Step 3: You can place a tick next to a document and depending on the permissions provided by your Accountant, you can complete one
or multiple actions highlighted in white within the toolbar.

All Documents

AllTime
= Name Associated Task Added By Modified -
& Robert Hooper - Tax Computation pdf Me 15/10/2020, 15:04
¢ Updates and Installs for Digita Practi Me 07/10/2020, 16:10
& 64-8 (2019).pdf Someone Else 07/10/2020, 16:06

Step 4: To view a document on screen, select the name hyperlink, or the pencil icon next to the document. The preview screen opens and from here, you can print,
download or rotate the document in the top-right hand corner. You can navigate between pages, zoom in and out, as well as use the arrows located on the far left and

right-hand sides to preview the next or previous document within the list. To close the preview, select CLOSE.
64-8 (2019).pdf

HM Revenue .
& Customs Authorising your agent

Please read the notes an the back before campleting this  Please tick the box(es) and provide the referencels)
authority. This autherity aliows us to exchange and disdose  requested anly for those matters for which you want
information about you with your agent and to deal with HMRC to deal with your agent.

them on matters within the responsibility of HM Revenue
and Customs (HMRC), 35 specified on this form. This overrides b J— =
any earlier autharity given to HMRC, We will hold this Indlvidual/Partnershig"/Trust® Tax Affairs et
autharity unti you tell us that the details have changed. “delete as appropriate finchuding Natianal Insurance)

Your National Insurance number (individuals only)

18 you a
L Mr Robert Hooper Ro# (7|8 (& 3] |45 |F| seif employed
fick hare

. Unique Taxpayer Reference (UTR) f applicable)
o

2z 0755268 s

authorise HMAC to disclase information ta (gD e T DE TR T
your Statemant of Account to you. but if you would
like us tn send it o your agent insiead. please fick here
Main affice

Vagree that the nominated agent has agreed to act on my/our
behalf, and the Information is correct and complete,

The autharisation s limited to the matters shown on the g ;
ahkhand sde of i form Your Natianal Insurance number (only if not entered above)

Tax Credits

Slqnature st note 1 oueaat befare sgnng
o If you have a joint tax eredit claim and the other claimant
wanits HNRC to deal with this agant, they should sign here

Name

Give your persanal details o company registared office here

= Corporation

Company Reg
jour agent's details here

Company's Unique Taxpayer Reference

NOTE: Do not eomplete this section if you are an
emplayee, Only tick the hax if you are an employer
opetating PAYE

Employer PAYE Scheme

Emplayer PAYE reference

o savcTIPAYE]

Chent rehererce muBS3A

o official use only
VAT fs=e notes 2 and 5 overleaf)

s i
§ VAT Ragistration Number ot et

Prp—— 1 ~ page1r2 v | & 100% @ o
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Step 5: To Add a Document for your Accountant’s attention, you can select ‘Add Document’ in the bottom left-hand corner or ‘Add’ from the toolbar.
Once selected, the Add Document dialog will open, where you can choose one of the upload options to select the required document/s.

To upload, select UPLOAD in the bottom left-hand corner of the Add Document dialog. Your Accountant will then be notified.

Add Document

Drag a File Here or

- Or Add Files From -

& Google Drive 33 Dropbox box

Step 6: Finally, if you wish to see the folder structure that your Accountant has set up, select the three lines located in the left-hand task pane, next to Documents.
You can expand the folders on the left-hand side to navigate.

THOMSON REUTERS TASKS DOCUMENTS

cLENT

Hooper, Robert - RH8934 - Robert Hooper
AllTime
(— [Z] Client Correspondence \
] Name Associated Task Added By Modified |-
= 2019
D ¢ Client Centre Checklist docx Someone Else 07/10/2020, 10-20
& 2020 O R Hooper - SA100.pdf Someone Else 07/10/2020, 10:19
& 2021 |:| R Hooper - Computation Summary.pdf Someone Else 07/10/2020, 10:19

— [E] RH8934 - Robert Hooper
+ [E Personal Tax

[Z] Hooper, Robert

- J
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