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To use this guide, you must have been granted access to use the

Kenney Tax

& Accounting, LLC secure portal.

If you are unsure whether you have access, please contact us at
(763) 210-9956 or kenneytax@kenneytax.com
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Quick Start Guide

This quick start guide is intended to help you get setup and working with your secure portal
right away. For more detailed instructions see the complete portal users guide at
https://c09614528.preview.getnetset.com/files/Client-Portal-User-Guide.pdf .

To use this guide, you must have been granted access to use the Kenney Tax & Accounting, LLC
secure portal. If you are unsure whether you have access, please contact us at (763) 210-9956

or Kenneytax@kenneytax.com.

1. Setup initial access to your secure portal

a.
b.

C.

d.

Check your email for a notification that you have been added
Click the link in the email and verify your information

Setup your password

This will bring you to your home screen (secure folder/portal)

2. Login to your secure portal

a.
b.
C.
d.

Go to our website at https://kenneytax.com/portal/

Click on “Client Portal Login”

Enter your username and password

This will bring you to your home screen (secure folder/portal)

3. Retrieve a file from us

a.

™ 0 a0 T

Check your email for notification that a file(s) are available for you to download
Click the link in the email

Enter your username and password

Click the box in front of the file(s) you want to download

The download box will appear on the bottom left corner of your screen

Click the arrow next to the file(s) and select show in folder

The Downloads window will open, and you can open and view the file(s) from
there. (Note: large files may take a few minutes to download)

4. Upload a file to us

a.

S®m 0 o0 o
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Go to our website at https://kenneytax.com/portal/

Click on “Client Portal Login”

Enter your username and password

This will bring you to your home screen (secure folder/portal)
Click on “Shared Folders”

Click on your name folder

Click the blue + sign in the upper right of the screen

Select “Upload File”

The upload window will appear, click on “Browse Files”

Your computer files explorer window will appear, locate the file you want to
upload, click it and click save.

The Upload Window will appear, click “Upload”
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Initial Set-Up
Check Your Email & Setup a Password

Once you have been added to the portal system, you will receive an email notification.

1. Click the “Go to Folder” link to access the login page.

Secure Client Login
Exchange files quickly and securely.

Test,

Kenney Tax & Accounting . has shared the folder Kenney, Christina with
you.

Message from Kenney Tax & Accounting

We have setup a secure portal for you to upload your documents and/or files to. Please
follow the instructions below to access your secure portal.

If you have any questions, please contact us.
Christina Kenney, EA

Kenney Tax & Accounting, LLC
(763) 210-9956

— Go to Folder

Need help? We're here for you.
Visit sharefile.com/support and look for “Start chat.”
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2.

3.

Verify your information listed on the screen and make any changes necessary

Secure Client Login
Exchange files quickly and securely.

Welcome!

Confirm your details to setup your account.
Email

kenneyc2009@gmail.com

# First name

Test

# Last name

user 2

Company

Click “Continue”

4. Create a password to access your secure portal
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6 Secure Client Login

Exchange files quickly and securely.

Create a ShareFile password

Passwords must meet the following requirements
® include at least 1 upper case letter

® include at least 1lower case letter

® include at least 1 number

® include at least 1 special characters

® be at least 8 characters long

® Passwords should match

We'll also perform an additional strength check on save. @
* Password

* Confirm password

( Create password \

5. When all the requirements have checkmarks next to them, click “Create Password”

This will take you to your secure portal folder.
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6 Secure Client Login

Exchange files quickly and securely.

Create a ShareFile password

Passwords must meet the following requirements
° include at least 1 upper case letter

e include at least 1 lower case letter

° include at least 1 number

° include at least 1 special characters

° be at least 8 characters long

9 Passwords should match

We'll also perform an additional strength check on save. @

I Password

.......... a ©®
+ Confirm password

R 10)

Create password
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Your Secure Portal Folder

When you login to your secure portal it will take you to the main dashboard.

1. You will need to click on “Shared Folders” to access your folder window.

6 5eCU re (- “ent I—Og In Q_ search files and folders o Q Help Apps LogOut
Exchange files quickly and securely.
@ Dashboard
CT Hello Christina addaofiesicture
Folders >
Projects Welcome! Please remember the information below.
Sign-In Page: securelogin.sharefile.com
Workflows >
Inbox > Shortcuts

Personal Settings

I 7
Shared Folders Favorites
Recent Files
Files you recently accessed will appear here %
 EEEE—
2. Click on your named folder
@ Secureclient Logln Q_ search files and folders 4 o Help Apps LogOu
Exchange files quickly and securely.
Dashboard
[~ Folders
j Folders v =
Name & #  size Last modified Creator =
fajjsharad Fokiers "t 7 Kenney, Christina 0) 0B 03/07/2023 K

Favorites

Projects

Workflows >
Inbox >

Personal Settings
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3. This will bring you to your secure folder page

6 Secure Chent LOgm Q search files and folders g 0O Help Apps LogOut
Exchange files quickly and securely.
Dashboard ors > Kenney, Christina
] Folders v r Kenney/ Ch”st“’]a *** More Options
[® shared Folders °
Favorites
A A file retention policy has been set for this folder. All files stored here will be deleted 1094 day(s) after they are uploaded
Projects
Workflows N This folder is empty

Inbox >

Personal Settings

Drag files here

Browse files

Email me when afileis: (] pownloaded from this folder (] Uploaded to this folder

You will not need to access the following items on the left menu:

a. Workflow
b. Inbox

Personal Settings allow you to update your name, password and email address
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Logging In

To login in to your secure portal without a link in your email follow the directions below:

1. From your internet browser go to our website at https://kenneytax.com/portal/

2. Click on the button

3. Enter your Username and click Continue 4. Enter your Password and click Sign In

6 Secure Client Login

Exchange files quickly and securely. Secure Client Log in
Exchange files quickly and securely.

Welcome!
Enter your details to sign in to ShareFile Welcome!
Signing in as kenney2009@yahoo.com
* Email
Password
2 (]

& e ®

Remember me

Forgot password?

Privacy policy

Sign in as another user
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Downloading a File / Document

Downloading a file means to take a file from your secure portal folder and put it on your
personal computer or device.

1. To download a file, click the box in front of the file(s) you want to download.

2. A new menu will appear above the file name. Click on “Download”

GSecureLIient Login Q_ Search files and folde > Q  Hep Apps LogOut

Exchange files quickly and securely.

Dashboard Kenney, Christina

7} Folders v enney, Christina <+ Moreoptions
B Shared Folders . °
load | Share T Delete Preview Export +++ More

Favorites

A A file retention policy has been set for this folder. All files stored here will be deleted 1094 day(s) after they are uploaded

Projects

Name & # Size Last modified Creator

"
2014 SOCIAL SECURITY FACT SHEET.pdf 85KB  1122AM me

Inbox > B
Email me when a file is: [[] pownloaded from this folder [ Uploaded to this folder

Personal Settings

You can download multiple files at one time

3. Notification of the downloading file will appear in the upper right side of your screen

&« C M 25 securelogin.sharefile.com/home/shared/fo218a3a-ba5d-4474-b705-bf5871a99167 = % Im}
HE] (@ square Appts @ 17hats % NextivaFax.com [ Pyrll Taxes [ Banks [ Taxes [ Intuit [ Acctg mm Taxbook Wl KenneyTax [ Office [ Pers Recent download history
S C | . t l_ s A 2014 SOCIAL SECURITY FACT
6 ecure 1en Ogln Q_ search files and folders "~ SHEET.pdf
Boslinsin Blan wiodatitsiaiil smme ks RA7 KR+ None

4. |If the file does not automatically open, you can click on the folder Icon next to the file
name and it will open the location the downloaded file was saved to.

Recent download history

‘. 2014 SOCIAL SECURITY FA o N 4
SHEET.pdf

QA7 VD - D rmritniidbac AmA

Note: Generally, the default location for files downloaded from the Secure site will be the
“Downloads” folder.
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Uploading a File / Document

Uploading a file means to take a file from your personal computer and put it in your secure
portal file so we can access it.

1. To upload afile, Click the blue plus ° sign in the right corner.

2. Click “Upload”

Ient Logln Q_ Search files and folders e n Help  Apps LogOut
zkly and securely.

Folders > Kenney, Christina

- »
Kenney, Christina **+ Mmore options

¢ It S 4 0 I, Upload

¥, Download ("] Share @ Delete © Preview [[] Export More

[ create Folder

A A file retention policy has been set for this folder. All files stored here will be deleted 1094 day(s) after they are uploades Greate Not
v reate Note

Name & # Size Last modified Cr Create URL

m < B 2014 SOCIAL SECURITY FACT SHEET.odf 85KB 11:22AM me C. Test

3. The Upload files window will appear, Click on “Browse Files”

Jpload to "Kenney, Christina"

Drag files here

[] overwrite files with the same name.

Cancel
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4. A new window will pop up. Locate and select the file on your computer you want to
upload

v N &> ThisPC > OS(C) > Users > ChristnaKenney > Downloads O

Organize *  New folder - €
2 Documents  #
« Pictures ol
Consent Forms.
Letterhead & Lo
u Succession

web instructions
B Boxcryptor
&# Dropbox (Roesner
@ OneDrnive

= This PC
m Desktop
Documents
& Downloads
D Music
« Pictures
« public (ROESNEF
8 Videos
- 05(C) 297 SQUONNKICEVHWIayTolIKeporTs (11) 10730/ 2017 250 ¥T
B Boxaryptor () ' SgtiohnRiceVFWPayrollReports (10)

'
1

= public (\\ROESN “* Annual Renewal - Limited Liability Comp. 10/27/2017 803 be bat 169 KE
|

"% Annual Renewal - Limited Liability Comp..  10/27/20 169 KE

b Network Y

File pame: | 2017 Social Secunty Fact Sheet (1) All Files v

Open Cancel

5. Click “Open”

6. The file will appear in the Upload Window

Upload to "Kenney, Christina" >

@item Clearal +Add more

x Portal Use Policy.pdf 82103KB

[] overwrite files with the same name.

Upload Cancel

T —

7. If you want to upload additional files, click on “Add More” and repeat steps 4-6

8. When all files appear in the upload window, click “Upload”
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9. The Secure File window will appear and display the status of the file(s) uploading

Jecuie nernt Loyin Q

Help Apps LogOut
Exchange files quickly and securely.

{, Dashboard - B » Test Upload

[ Folders F Test Up|oad «++ More Options

; Shared Folders

Yr Favorites

A A file retention policy has been set for this folder. All files stored here will be deleted 1095 day(s) after re uploaded
g3 Workflows . -
C Name & Size bded Creator ]
) Inbox 100 "o
£+ Personal Settings 2017 Social Security Fact Sheet.pdf

Storage used: 08 Email me when a file is Downloaded from this folder Uploaded to this folder

10. Once the upload is complete a notification will be sent to us that your file(s) are ready
for us to retrieve

Help  Apps Log Out

6 Secure Client Login a

Exchange files quickly and securely.
Y Dashboard B > » Test Upload

03 Folders r— Test Up|oad «++ More Options

. Shared Folders

vr Favorites

A A file retention policy has been set for this folder. All files stored here will be deleted 1095 day(s) after they are uploaded

o/. Workflows

Name Size Jploaded Creator
&9 Inbox 2017 Social Security Fact Sheet (1).pdf

't Personal Settings 2017 Social Security Fact Sheet.pdf

Storage used: 08 Email me when a file is: Downloaded from this folder Uploaded to this folder

11. Click “Log Out” in the upper right corner
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