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Introduction to NetClient CS

This Guide is designed for a CPA Firm’s clients who will have access to the document management module in the
NetClient CS portal. The NetClient CS portal is an extension of our website and provides a solution for us to share and
exchange electronic documents securely and quickly. It also allows a reduction in environmental waste by
corresponding electronically instead of handling paper (e.g., less use of paper and less vehicle emissions to have
documents delivered). Unlike emails and their attachments, the NetClient CS portal uses encryption technology so
you will have confidence knowing that the information is secure when transferred back and forth.

We will grant you permission to access a portal document management module — primarily ClientFlow but also File
Exchange (File exchange is not currently enabled. PKF will alert you when this feature has been activated.).
ClientFlow interacts directly with our document management system, which allows for a fast and convenient
exchange of documents and information. File Exchange (not yet enabled) is also a fast and convenient way to
exchange documents and information between us, and has additional features that you can use. We will conduct
the information exchange primarily through ClientFlow, and your client service team will let you know when File
Exchange should be used.

System Requirements for using the Document Management Module in
the NetClient CS Portal

To access and use the NetClient CS portal, you need high-speed internet access.
e Apple Safari version 5.0 or higher
e Google Chrome
e  Microsoft Internet Explorer version 7.0 or higher

e Mozilla Firefox version 3.0 or higher

For more information on these system requirements or assistance with meeting these requirements,
please contact us.

Accessing and Using NetClient CS

Below are step-by-step instructions on using NetClient CS, and the two document management
modules: ClientFlow and File Exchange (not yet enabled). The images used in these instructions are for
illustrative purposes only and will be slightly different than the actual NetClient CS website you will
access.

To access NetClient CS, we will create an account for you. You will then receive a registration email from
register@netclientcs.com. It is very important that you actively look for this email, as your email
program may treat this email as a spam or junk email. In the email, it will contain a link (or URL
address to copy and paste into the browser) that will take you to a page to create a login and register
your account. If you cannot locate the registration email then contact the firm and they can resend the
registration email.



mailto:register@netclientcs.com

Sample NetClient Activation Email:

NetClient C3S Activation 1tnbox |x
register@netclientcs.com to me show details 1:11 PM (0 minutes ago) | 4 Reply

Welcome to MNetClient 5. James Hatch!

Flease visit the following link to create your login and register your account.

https-//secure netlinksolution.com/nextgen/#/userregistration/uid/800494/act_key/2eed2bee-b8ab-409d-8b86-0cal1e3b45d0

Once your account has been registered, visit the MetClient CS login page at:

https-/secure netlinksolution com/nextgen

This message was sent from an unattended mailbox, do not reply.

Thank you for using MetClient C5.

1. Once the email has been received go to the registration website and follow these steps:
a. Enter alogin in the Create Login field (Note: login should be an email address)
b. Enter a password in the Enter Password field (see password requirements below)

c. Re-enter the password in the Confirm Password field

NETCLIENT CS™

Register Your Account

Enter Password: | |

Confirm Password: | ‘

20083 0:C

Important Information about your Login and Password

e The password must be at least seven (7) characters long and must include letters and
numbers (e.g. password1). You can also user symbols (e.g., %, S, #)

e Passwords are case sensitive (e.g. PassWord1)

e Users will be required to change their Passwords every 90 days for security purposes.
Passwords cannot be reused for 9 cycles.



e |[f you forgot your password, you can request to have a new temporary password emailed to
you.

e If ten consecutive, unsuccessful attempts are made to log in to an account, the login for that
account is locked. An email message will be sent automatically to the email address assigned
to the login; the email message notifies the user of the unsuccessful login attempts and
provides a link to unlock the login immediately. The account will be unlocked when the user
clicks the link within the email message or when the lock expires after 30 minutes.

Note: If you have any questions or issues with accessing your NetClient CS user account,
please contact us.

Note: For future access and to login to NetClient CS after this initial login, visit the PKF
Texas’ website (www.pkftexas.com) for a login button.

2. After successfully registering your NetClient CS account, confirm that your login is in the
Login field and enter your password that you just created and click on the Login button.

NETCLIENT CS™

“fou have been registered sucosssfully.

Loain: |user@clienternail.com |

Password. [essssnse |

2009.3.0:C

Note: After logging in, the NetClient CS Home or Dashboard page will be displayed listing
Document Management and the ClientFlow and/or File Exchange modules. Also, Security
Questions can be setup to simplify password resets if you should forget your password.


http://www.pkftexas.com/

- NetClient CS > Home > Dashboard

PKFLP\S & PROFESSIONAL ADVISORS

Welcome to NetClient CS, Portal Help My Acco

Dashboard
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Sign Out
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Home
Document Management
2010.7.1.2:8D > Ready Portal Help 211712011 4:57 PM
| [ [ | | | @ mternet | Protected Mode: On 75~ [®R00% ~ ,

Navigation Features of NetClient CS

I NetClient CS > Home > Dashboard -

PKFLP*\S & PROFESSIONAL ADVISORS
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KERR

FORSTER

Welcome fo NetClient CS, Portal Help My

Thursday, February 17, 2011

Dashboard

- [ e - Page~ Safety~ Tools~ @~ 7

Action E
D || & pashvoard Document
- Management
A My Account 9
File
- Exchange
0 new files.
ClientFlow
F Home
E Document Management
2010.7.1.2:8D > Ready Portal Help | 2/17/2011 4:57 PM
| [ [ [ [ [ [ [ mnternet | Protected Mode: On [a - [R100% ~ 4

A. My Account — Allows a user to view and update their Login, Name, Email Address,

Password and Security Questions

B. Sign Out - Allows a user to sign out and end their session of using NetClient CS.



C. Help Menu - Provides a menu of help topics for using NetClient CS, ClientFlow and File
Exchange.

D. Dashboard - Allows a user to view all applications they have access to in NetClient CS.

E. Document Management - Allows a user to view all Document Management
applications they have access to in NetClient CS — ClientFlow or File Exchange (not yet
enabled).

F. Home — Allows a user to return back to the Home view of the Dashboard to view all
applications.

3. Click on ClientFlow to open the application.

Dashboard

Document Management

~|-'—'_'_ File Exchange

I E 0 new files.

ClientFlow

4. Click on the Client Name or Client Number to see any documents in the folder.

Action
7l =
(=) Dashboard W ‘k;'
A Home  Up
“ip ClientFlow
U
Client Name Client Number
L MATTHEWS, TEX & LORI 56354.01
a Home
—
Lioitelbozi st M 4 b bl 2 Page[t |of1 Displaying 1 to 1 of 1 ftems




Navigation

F

Features of ClientFlow

) .G
Home U Upload A

k’rﬂ'?-llﬂl:n‘u.ll:\@l_unl \
File Section Document Type Deszcription Year Period End Document Date
B INDWIDUAL TAX 1040 VWORKPAPERS TAX WORKPAPERS 2008 1221 0142572010
B INDWVIDUAL TAX 1040 TAX RETURN 2008 12 282010
G INDWIDUAL TAX 1040 TAX RETURN FEDERAL TAX RETURN 2007 12 03252010
G INDWIDUAL TAX 1040 TAX RETURN FEDERAL TAX RETURN 2008 1231 0342572010

B

4 4

G.

CD E

b bl | 42 Page|! |of1 [15 |%| Dieplaying 1to 4 of 4 items

Document Index Value Columns — Allows a user to view the index values given to each
document. Each column can be re-sized by clicking and dragging its border. Documents
can be sorted by each column by clicking the column header.

Document List Page Navigation Buttons — Allows a user to navigate between multiple
pages of documents by going to the First Page, Previous Page, Next Page or Last Page.

Refresh Document List Button — Allows a user to refresh the list of documents viewable
on the page to see if new documents have been added or removed.

Document List Page Display — Allows a user to navigate to a specific page number.

Document Display Drop-Down — Allows a user to select how many documents they can
view on a page.

Home/Up - Allows a user to return back to the list of Client Names and Client Numbers
for which you can see published documents for.

Upload - Allows a user to upload a document to ClientFlow.

Note: No documents will appear if we have not published any documents to the NetClient CS
portal for you to view, or you have not recently uploaded any documents.



5. Click on any document in the list to open the document up in view mode (i.e., read-only mode).

'_,J I MATTHEWS, TEX & LORI

File Section Document Type Description Year Period End Document Date
D INDMIDUAL TAX 1040 WORKPAPERS TAX WORKPAPERS 2008 1231 01/2502010
D INDMNIDUAL TAX 1040 TAX RETURN 2008 1231 /2802010
D INDIVIDUAL TAX 1040 TAX RETURN FEDERAL TAX RETURN 2007 12131 03/25/2010
D INDMNIDUAL TAX 1040 TAX RETURN FEDERAL JAX RETURN 2008 1231 03/25/2010

4 4 oM —"?9 Page |1 of 1|18 |% | Displaying 1 to 4 of 4 itejns

(& |MATTHEWS, TEX & LORI|96354.01 [INDIVIDUAL TAX ... | v [ ] I @ v Page~ Safety - Took <+ @~
= B =) @ @ ia il Y & & @ [z |- A s~ P review scomment - (= f_]J “I_]‘ -0
£ Department of the Treasury—Internal Revenue Service
LE 1 040 US Individual Income Tax Return 2007 ‘ (99) IRS Use Only-Do not write or staple in this space.
For the year Jan. 1-Dec. 31, 2007, or other tax year beginning . 2007, ending .20 OMB No_ 1545-0074
Label : Your first name and initial Last name Your social security number
(See g | Tex W. Matthews 111-11-1234
gfg;géo?gj E If 2 joint return, spouse’s first name and initial|  Last name Spouse's social security number
Use the IRS " | Lori M. Matthews 222-22-4567
label. H Home address (number and street). If you have a P.O. box, see page 12. Apt. no. You must enter
Slegigsfm £ | 4230 Woodhaven Drive A yourssiis)above. A
or type E City, town or post office, state, and ZIP code. If you have a foreign address, see page 12 Checking a box below will not
Presidential Canton MI 48187 change your tax or refund.
Election Campaign P Check here if you, or your spouse if filing jointly, want $3 to go to this fund (see page 12) » D You D Spouse
1 E Single 8 L e et e bu RS20t dopertieny. e
Flllng Status 2 |X| Married filing jointly (even if only one had income) this child's name here.
Check only 3 Married filing separately. Enter spouse’s SSN abave 5 D Qualifying widow(er) with dependent child {see page 14)
one hox. and full name here.
6a Yourself. If someone can claim you as a dependent, do not check box 6a E":‘g;s;“'.‘fgﬁe‘j 2
[T — P On ba and o

Note: Documents opened from ClientFlow are READ-ONLY and therefore cannot be edited and
saved back to NetClient CS. If the document requires editing, save a copy to the local drive
(File / Save As), edit it as necessary, and then upload it back to NetClient CS (uploading is
discussed in the next steps).

Note: To view a document that is in NetClient CS, it requires the necessary software application
to open and view the document. For example, if a document in NetClient CS is a Microsoft
Word file, you will need to have Microsoft Word installed to your local workstation to open and
view the document.

6. Click on the in the upper right hand corner of the window to close the document after
viewing it.



7. Click on HOME or UP icons, to return back to the list of Client Names and Client Numbers for
which you can see published documents for.

Harme

o)
Up

Lpload

8. To upload a document into ClientFlow, select a client from the list and then click on Upload.

ClientFlow

Home

o)
Up

pload

‘LJ I MATTHEWS, TEX & LORI

9. Click on the Browse button to search for the document you want to upload to ClientFlow.

ClientFlow

| d
% W B
Home  Up  Upload
—
File to upload: | I[ Browss... |
Description: | |

| upload || Close |

\\II.-;I I MATTHEWS, TEX & LORI

Note: If you do not want to upload a document, click the Close button to close the upload

option.



10. In the Choose File to Upload window, find the document you want to upload, select it and click
on the Open button.

Choose File to Upload @
Look ir: |L'f) My Tax Documents j Q2 E-

5 == 2006 california 1040 Return. pdf
- 22006 return and wa.pdf

ty Recent 72007 return and w2, pdf
Documents —i exbra W2, pdf
Fl_l Pt Signed - 2009 1040 Tax Return Engagement Letter, pdf
Desklop

My Documents

3

My Computer

—

My Metwork File narne: |Signed - 2009 1040 Tax Return Engagement L j Open |
Places
Files of type: |AII Files 7] ﬂ Cancel

11. Enter a description about the document that you will be uploading.

File to upload:  |[C\Decuments and Settings\Matt H [ Browse.._|

Description ||5igned engagement letter for 2EIIZIE|

[ Upload ][ Close

Note: You can add up to 225 characters of text to describe your document.

12. Click on the Upload button to upload the file to NetClient CS and make it viewable to us.

File to upload:  |[C\Decuments and Settings\Matt H [ Browse.._|

Description ||5igned engagement letter for 2EIIZIE|

Upload ] Close

Note: After the document has been uploaded, the document will become viewable in your list
of documents in ClientFlow. This feature provides you a record of the documents you uploaded
through NetClient CS.

13. After viewing or uploading documents, click on Sign Out to end your session with using the
NetClient CS portal and ClientFlow.

10



Important Information about Documents Uploaded through ClientFlow
in the NetClient CS Portal

e Any type of document or file can be uploaded with ClientFlow and viewed in its native format
except for TIFF (Tagged Image File Format) files.

o TIFF files will be converted to PDF files after upload.

e Approximately 250 MB is the maximum file size that can be uploaded through the ClientFlow
module in NetClient CS at one time.

o A NetClient CS session may time-out if the Internet connection is not fast enough to
completely upload the document(s) within 3 hours.

e Individual documents or files can be uploaded to NetClient CS one at a time. Multiple
documents/files may be uploaded at one time if they are located in a single ZIPPED
(compressed) folder.

e We MAY NOT be automatically notified when a user uploads a document through NetClient CS.
Please contact your client service team to let them know when documents have been uploaded.

e We determine which documents you can view by publishing them to NetClient CS. At any time
we can unpublish a document where you will not be able to view it.

11



Navigation Features of File Exchange (File Exchange is not currently enabled. PKF
will alert you when this feature has been activated.)

1. Click on File Exchange to open the application.
Document Management

File Exchange
0 new fies.

ClientFlow

2. Click on the appropriate folder to see any documents in the folder.

d W P

Remaove
J /
Name Size Date Modified
ﬁ Private SM3Z2010 10:43 AM
_(,J Correzpondence SM2010 1:54 PM
Lt } Matthews Family 5132010 1:59 PM
_,__J Wizcellaneous SM32010 1:54 PM
Lt } Tax Returns SM32010 1:54 PM
;J Tex Matthews Perm 3232010 12:47 PM
4 4 4 b bl % Page |1 |of1[15 (V| Displaying 11to7 of 7 tems

File Exchange Folder Types:

. “~ permanent Folder - If you have been provided a folder with a lock icon, it is a
permanent folder. All files will permanently remain in this folder until we delete them.
Any files added to this folder can be seen by you and us .

. ""J Temporary Folder - If you have been provided a temporary folder, all files added
to it will remain in it for only 14 days. After 14 days the files will be removed
automatically. Any files added to this folder can be seen by you and us.

Note: A Permanent or Temporary Folder can also be designated as a Shared Folder. Users
whose group membership (e.g., a group of family members or business associates) allows them
access to a Shared Folder are able to view all files that have been uploaded to the folder.

Note: No documents will appear in a Folder if we have not published any documents to the

NetClient CS portal for you to view, or you have not recently uploaded any documents.

12



@E.GL.}DAF";

Home Remove Upload

A
_J I Tex Matthews Perm A
I|ams/ Size Datsl'cm
D 200€ california 1040 Return.pdf 54545 KB §/3/2010 3:00 PM
B another W2 a week later.pdf 15.47 KB 4252010 3:35 PM
D extra W2 pdf 78.44 KB §/3/2010 3:00 PM
D The Will. pdf 18.82 KB §/3/2010 3:00 PM

C D

4 ¥ ¢ Page |1 |of1 |15 |¥| Displaying 1to 4 of 4 tems

Document List — Allows a user to view the list of documents saved to the folder, the
document size and when it was added to the folder (date modified). Documents are
sorted alphabetically by document name in the Name column.

Search — Allows a user to search for text in the Name column at both the Folder and
Document list screens.

Document List Page Navigation Buttons — Allows a user to navigate between multiple
pages of documents by going to the First Page, Previous Page, Next Page or Last Page.

Refresh Document List Button — Allows a user to refresh the list of documents viewable
on the page to see if new documents have been added or removed.

Document List Page Display — Allows a user to navigate to a specific page number.

Document Display Drop-Down — Allows a user to select how many documents they can
view on a page.

Home/Up - Allows a user to return back to the list of Folder Names or navigate back
one level of folders.

Remove — Allows a user to remove the NEW document flag from a folder and all new
documents uploaded to it.

Upload - Allows a user to upload a document to File Exchange.

13




3. Click on any document in the list to open the document up in view mode (i.e., read-only mode).

Name Size Date Modified

D 2008 california 1040 Return.pdf 545,45 KB 8/3/2010 3:00 PM
D another W2 a week later.pdf 15.47 KB 4/29/2010 3:35 PM
D extra W2.pdf TB.44 KB 6/3/2010 3:00 PK
_D The Will.pdf 18.82 KB 6/3/2010 3:00 PM

4 W4 F M -f'::"g Page of1 12 % | Dizplaying 1 to 4 of 4 fems

»

(@ hitps: [jsecure netlinksalution.comfnextgenjfils-excha .. M~ Bl = o= - Page+ Safety~ Toos+ @+

BB & ol MoK oo w v Ba 5B e

|.>

1, Tex Matthews, of Canton, OH,

codicils | previously made.

declare this to be my Will, and | revoke any and all wills and

ARTICLE I: Funeral expenses & payment of debt

I direct my executors to pay my enforceable unsecured debts and funeral expenses, the expenses of my last illness, and
the expenses of administering my estate.

ARTICLE II: Money & Personal Property

I give all my tangible personal property and all policies and proceeds of insurance covering such property, to my
husband, Tex. If he does not survive me, | give that property to those of my children who survive me, in equal shares, to
be divided among them by my executors in their absolute discretion after consultation with my children. My executors
may pay out of my estate the expenses of delivering tangible personal property to beneficiaries.

Note: Documents opened from File Exchange are READ-ONLY and therefore cannot be edited
and saved back to NetClient CS. If the document requires editing, save a copy to the local drive
(File / Save As), edit it as necessary, and then upload it back to NetClient CS (uploading is
discussed in the next steps).

Note: To view a document that is in NetClient CS, it requires the necessary software application
to open and view the document. For example, if a document in NetClient CS is a Microsoft
Word file, you will need to have Microsoft Word installed to your local workstation to open and
view the document.

4. Click on the in the upper right hand corner of the window to close the document after
viewing it.

14



5. To upload a document into File Exchange, select the folder that you want to upload a document
to, and then click on Upload.

File Exchange
D d P |3
Home Femove |Upload

6. Click on the Select Files button.

@dl"ﬂ

Home Remove Upload

File Mane Progress

Select Files J Rernous J[ Uplasad ]

7. In the Select file(s) to upload window, find the document(s) you want to upload, select it and
click on the Open button.

Select file(s) to upload by secure.netlinksolution.com !
Loak ir: I&) ty Tax Documents j @ [? £ G-
@ ﬁZDDQ Tax Workpapers, pdf I
My Recent
Documents

@

Desktop

=

y Documents

&

My Computer

&

My Metwork, File name: I j Open I
Flaces
Files of type: IAII Filez LI Cancel |

Note: You can upload multiple documents at the same time. If you do not want to upload a
document, click the Upload button again to close the upload option. Also, if you want to

remove a document from being uploaded, you can select the document and click the Remove
button.

15



8. With all the documents selected for uploading, click the Upload button.

@3&1?3

Home Femave Upload
File Name | Progress
extra W2, pdf GQueued
2002 Tax Warkpapers, pdf Queued

[ Select Filas ][ Fernove ] Upload ]

Note: While your documents are uploading to File Exchange, you will see the progress of each
document being uploaded.

B W P B

Home Up Remoaove Upload

File Name | Progress
— *
2009 Tax Workpapers.pdf | Upload 9% Done |
Adding files and virus scanning... Please wait. ':3
I Salack Files J l FRarmous I I Uplaad J (S

Note: After your documents are finished uploading to File Exchange, you will see them in the
folder you uploaded them to.

\L-J | Matthews Family

Name Size Date Modified
E 2008 Tax Workpapers pdi 867.86 KB 6/3/2010 4:26 PN
B extra Wz.pdf 78.44 KB 6/3(2010 4:26 PN

9. After viewing or uploading documents, click on Sign Out to end your session with using the
NetClient CS portal and File Exchange.

16



Important Information about Documents Uploaded through
File Exchange (not yet enabled) in the NetClient CS Portal

e Any type of document or file can be uploaded with File Exchange and viewed in its native
format.

e Approximately 250 MB is the maximum file size that can be uploaded through the File Exchange
module in NetClient at one time.

o A NetClient CS session may time-out if the Internet connection is not fast enough to
completely upload the document(s) within 3 hours.

e File Exchange allows you to upload multiple documents at one time.

e You may receive emails from File Exchange notifying you that a document has been uploaded to
a folder by either you or us.

e We MAY NOT be automatically notified when you upload a document through NetClient CS.
Please contact one of your client service team members to let them know when documents
have been uploaded.

o We determine which documents you can view by publishing them to NetClient CS. At any time
we can unpublish a document where you will not be able to view it.

e |f a document is uploaded to a Temporary Folder, the document will be deleted from that folder
after 14 days.

PKF Texas’s Contact Information for Support of NetClient CS

Please contact your PKF Texas client service team for initial support with NetClient CS Portal.
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