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You will receive the following email welcoming you to the
Client Collaboration Hub. Register your account by
clicking “Register my account” or clicking the link below
the button. For additional help, watch the registration
tutorial video.
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You will be taken to this screen. Fill in the information,
creating your own username and password. Then click the
“Register” button.
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You will be sent another email confirming your
registration and user ID. Open this email and click on the
“Go to my hub” button.
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Sign in with the username and password you created. 
Verify your identity through text, email, or voice.
Welcome to the Client Collaboration Hub!
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Home Page
The Home page contains
information about your
hub, including contact
details, users who have
access, invoices, and
messages. You can open
your tasks from the
Home page by clicking
the “Go to My Tasks”
button on desktop or
“My Tasks” on mobile. 

Desktop:

Mobile:
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Note: We
are not
currently
using the
billing
feature in
the Hub.



Tasks
Mobile:

The Tasks page
will guide you
through the tax
return process. As
you complete steps,
they will be
checked off so you
know what's left to
complete.

Desktop:
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Document Locker
Mobile:

The Document Locker
allows you to exchange
documents with us that
aren't a part of your tax
organizer. Please note
that any documents you
upload here must be
manually attached to
your organizer at the end
of the year. A PDF of your
tax return will also be
saved here once filed.

Desktop:
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Messages
Mobile:

The two-way
messaging
system enables
seamless
communication
between you and
our team, right
from your
dashboard.

Desktop:
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Help Button
The Help button,
found in the
bottom left
corner of the
desktop Home
page, contains
walkthroughs
and how-to
videos to help
you navigate and
use the system
effectively.
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Always upload documents requested as part of your tax
organizer to your document request list rather than using the
Document Locker. Uploading documents outside of the
designated request list can prevent you from tracking your
progress.

When you attempt to upload documents to the Document Locker,
you'll receive the following message:

Click “Go to Document Request List” to upload requested
documents. Click the double arrows to expand each request.
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You can also access your document request list through the Tasks
screen. Click on “Tasks” in the sidebar and click “Attach Documents.”

You will be taken to the document request list. Click the upload
icons to attach your tax documents. 
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By uploading into the Document Request List, you can track your
tax return progress in real-time as you upload documents.
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You will receive the following email to notify you your tax
return and e-file authorization are ready.1
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Click the “Click Here” button in the email. It will take you
to the Client Collaboration Hub login.2
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Log in the Client Collaboration Hub with your user ID and
password. Verify your identity through text, email, or voice.3

username

.........
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Once logged in, you will see the first screen below. Click on
“My Tasks.” It will take you to a second screen where you
can sign required documents. Click “Review & Sign.” You
will be asked to leave Client Collaboration to AssureSign.
Click “Continue.”
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First Screen: Second Screen:
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At the AssureSign page, answer your KBA questions. Once
you have successfully answered the questions, you will be
given a password. Save this password. You will need it to
log back in, should you not complete the e-sign at your initial
login. Click “Continue.”
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You will see a screen where you can begin signing forms.
You can scroll through and see the entire return. There is
also a download option. To begin signing, click “Start
Signing.”
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download 
option
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Once you complete signing, submit your forms by clicking the
“Submit” button. After you submit, you will be taken back to the
Client Collaboration Hub. You will have an option to download
the signed return by clicking the “Download Return” button. This
file will also be available in your document locker in the Client
Collaboration Hub.
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You will receive the following email and can access your return
documents from that email. The email gives you a password you
will need to open the document if you click “View Document.” The
password is the last four digits of your social security number.
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If you input your password, you can choose to download the
documents from here. You will see the following screens. If you are
downloading from your phone, click the blue arrow in the upper
left corner of your screen. It will take you to your downloads
folder. The file will not automatically open. You will need to open it
from the downloads folder.
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