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Jones Hall Advisors has established Client Portals on its website.  A Client Portal allows 
us to send documents to each Client Portal which allows the client to view, save or print 
the documents.  The Client Portal also allows each client to send documents to Jones 
Hall Advisors via the portal. 

At Jones Hall Advisors, we take the privacy and security of your information seriously.  
That’s why we’ve introduced the Client Portal for sharing your important tax and 
financial information with us.  This guide is designed to help you in your use of the 
Client Portal. 
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What is a Client Portal? 
 
A Client Portal is a Web based file storage vault for sharing data.  You access it from 
your web browser using your customized User Login and the secured password 
provided to you.  The Client Portal uses an encrypted connection for transmitting data to 
and from your private vault, so your information is safe.  This portal will allow us to work 
together more efficiently while securely exchanging working documents, PDF files and 
even large files, such as QuickBooks, that may exceed the capacity of your email 
account. 
 
Jones Hall Advisors (JHA) utilizes the Thomson Reuters Client Portal software and    
specific guidance in using the portal is provided in this document.  Use of the Client 
Portal does not require downloading or installing additional applications – if you have a 
problem, then contact Jones Hall - 410-321-0206. 
 
Where is the Client Portal? 
 
You can access your Client Portal through the home page of our website.  Simply go 
to our website www.jhacpa.com and click either the CBS, business, or individual, 
etc., Client Portal button on the left side of the screen. 
 
Portal Administration 
 
Jones Hall Advisors Administrator 
 
If you have a problem with your Client Portal, please send an email to 
joneshall@jhacpa.com or call 410-321-0206 for portal help.  When you email or call in, 
please indicate if your problem is related to your tax return, an accounting or consulting 
issue or an IT problem so we can route you to the right department.  Please note the 
portal administrator is available from 8:30-4:30 on Monday thru Friday. 
 
User ID and Password 
 
You are solely responsible for (1) authorizing, monitoring, controlling access to and 
maintaining the strict confidentiality of your User ID and password, (2) not allowing 
another person to use your User ID or password, (3) any changes or damages that may 
be incurred as a result to your neglect to maintain the strict confidentiality of your User 
ID and password and (4) promptly informing JHA in writing of any need to deactivate a 
User ID due to security concerns or otherwise.  You shall notify the Portal Administrator 
via email at joneshall@jhacpa.com of any unauthorized use of your User ID or 
password and breach of confidentiality.  Until JHA receives this written notification, you 
will be held liable for any harm ensuing from the use of your User ID on the JHA Client 
Portal. 
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Termination of Login Account 
 
You agree to notify the portal administrator at joneshall@jhacpa.com when an individual 
login account is to be terminated.  JHA will make every effort to confirm and terminate 
access as soon as possible.  However, you cannot be assured that access has been 
terminated until you receive an email confirmation of the termination. 
 
Client Portal for Document Transfer  
 
Terms of access to the Portal 
 
Once your Client Portal has been created, you will receive your login information.  The 
Portal is considered a secure area to provide your confidential information.  It is 
recommended that all provided User IDs and passwords be treated as sensitive 
information and is the client’s responsibility to do so.  All deliverable documents will be 
published and available from the Client Portal according to Jones Hall Advisors’ 
policies.  Once deliverable documents are published, please download the documents 
for your records.  If you cease to become a client of JHA, access to the Portal will be 
terminated after a period of 30 days. Once access is closed, it will no longer be possible 
to retrieve any documents housed on the Portal site. 
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Using Client Portal 
 
How to Log In  
 
To access your Client Portal, simply click the Client Portal buttons on the left side on our 
website (www.jhacpa.com) – select the one that is appropriate such as a Business or 
Individual (1040) Login - (or Client Bookkeeping Services if using CBS). 
 

 

 
 
Enter your Login (User ID) and Password and click the Log In button.  (You should have 
received these two items by email notification from JHA).  This will take you to your 
private data vault where you can upload and download files. 
 
First Time Users 
 
If this is your first time using the Client Portal, you may need to adjust your Internet 
settings before you try to login.  See Adjusting Internet Settings for Using Client Portal. 
You need to be using Internet Explorer 8 or 9. 
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Navigating the Client Portal 
 
To Receive Documents from Jones Hall 
 

The Accounting Professionals at JHA, generally, will publish deliverable documents 
such as a Tax Return in a read-only format.  It is recommended that you download 
these files and keep for your records.   
 
1. Jones Hall will send you an email notifying you that it has put a document in your 

Client Portal. 
 

2. Once logged into your Client Portal, you can click on My Tax Documents to 
access your documents that Jones Hall has placed there. 

 

 
 

3. Select the My Tax Document icon, go to the documents that you want to save or 
print and right click on each file and select “Save target as” or “Print target.” 
 

 
 

4. To Open the file, just double click on the file itself. 
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To Transfer Documents to Jones Hall 
 
To send documents to JHA, the document must be saved on your computer or a USB 
flash drive (memory stick).  Certain documents must be scanned into your computer 
such as a PDF type document to transmit. 
 

1. Once logged into your Client Portal, you can go to Document Management and 
click on File Exchange to transfer files such as Word or Excel files, PDF 
documents (scanned), or QuickBooks files. 

 
Document Management 
 

 
 

File Exchange 
 

2. In File Exchange, select the folder that you want to put your documents and 
double click the folder. 

 
 
Note: In order to upload files, JHA has created a basic folder set.  When uploading files 
to the portal, you will need to assign them to a folder within the Portal (select the folder 
that is closest to your subject and our staff will handle it). 
 
 
 
 
 
 

These are 
all folders 
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3. Once you select the folder, you select the Upload icon. 

 
4. Go to Select Files. 

 
5. Once you are in your browser, select the drive (such as your “C” drive) where 

you have saved the documents that you want to transfer.  
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6. Once you have selected the file that you want to upload, you then select “Open.”  

 

 
 

7. The file is now in the queue to upload – Select “Upload.” 
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8. Once the file is uploaded, it will show in the folder that you selected. 
 

 
 
Note: Use 2010 Tax Document folder if sending any documents related to your tax 
returns, tax planning or tax issues for 2010.  If sending a QuickBooks backup file – use 
the QB Transfer file.  If you are not sure which folder to use, select the one closest to 
your subject and our staff will handle it. 
 
Note:  The “Up” icon will take you back one level as you drill down to Folders, Upload, 
etc. 
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Web Organizers (Tax Organizer transmitted thru a Portal) 
 
To complete your Tax Organizer and transmit it to JHA 
 
You will select the Web Organizer from within your Client Portal  

 
 
This is what the Web Organizer will look like 
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1. You will first select the “Web Questionnaire” and answer the questions  

 
 

2. After completing the Questionnaire, you then select the next sections such as  
General, Electronic Filing, Payments, Income, Educate, Itemized 
Deductions, States 

 

 
 
 
 
 
 
 
 
 
 
 

Notes – you may type in 
any notes or questions 
that you may have for 
your accountant 
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3. Once you complete the organizer, select “Send to Preparer” and then mark 
“Save and Close”  

 

 
 
Attaching Documents in the Web Organizer 
 

1. In the Window on the left, you select Attachments. 
 

 
 

2. Click on the Browse button  
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3. Select the file that you want to attach. 
 

 
 

4. Select Open  
 

5. Once the file has been selected, click on “Upload” 

 
 
Once uploaded, the file will then show and Jones Hall will have access to the file 
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To Sign Out of your Client Portal  
 

1.  You sign out by selecting “Sign Out“ in the upper right corner of your Portal. 
 

 
 
To Reset Your Password and Security Questions 
 

1. Select “My Account” in the upper right corner of your Portal. 
 

 
 

2. You can reset your Password here as well as answer the Security Questions if 
you forget your Password 

 




