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WELCOME TO ACCOUNTOR CLIENT PORTAL

Index Client portal is secure platform for exchanging documents
Welcome to Accountor client portal between you Accountor. There’s also possibility to contact us
Before your first login by sending a message individually, or while uploading the
documents. You can use the Messaging functionality also,
Section A - User functions when you need assistance with using the portal.
Logging in and out Documents are arranged to folders according to the service,
Common functions that makes it easier for you to find suitable documents. In
Uploading and accessing documents  sortal, you can see all the folders that you have permissions
Messaging to.
User menu

If your company does have multiple users in client portal, at
least one of you are nominated to portal admin user. The
admin user can add more user accounts to the portal, and the
admin user can also set the permissions for folders in portal. It
Is possible to restrict access so that only certain users can
access certain folders.

Section B — Client Admin functions
Adding and removing users
Setting folder permissions for users

If you are the only portal user at your company, you are
automatically set as admin user, meaning, that you can also
add more users to the portal, if needed.

Admin user needs to add permissions to folders, if needed.

Access the Client Portal Folder permissions are not set automatically.

https://portal.accountor.com/
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BEFORE YOUR FIRST LOGIN

Multi factor authentication

For providing the high-level security, Accountor Client Portal uses multi-factor
authentication method: in addition to username and password, you are asked a
one-time passcode, that will change each time you are logging in.

You can retrieve the one-time passcode in two optional ways:

1. Authentication application. Users who use netbanks and such services, are
probably already familiar with authentication applications.

If you already have Google or Microsoft Authenticator installed in your
smartphone, you can use that existing app also with Portal. If you don’t have
the application yet, you can download and install it from the app
store/market. Make sure that you have downloaded and installed the app
before your first login to Portal.

2. SMS message. You can also retrieve the one-time code via SMS message.
You will receive a message with one-time code each time you will log in to
the portal.

Enabling the authentication application

When you are logging in to the Portal for the first time, during the login
procedure, you will see a QR code on the screen. Open your authentication
application, and press the (+) symbol, that is usually located on the top right
corner of the application screen. Read the QR code with the authentication app
and follow the instructions on the screen of your smartphone.

The authentication application is now enabled and ready to be used with
logging in to the Portal. From now on, check the 6-digit one-time code from
your authentication app every time, when you are logging in to the Portal.

Should | use the authentication application or SMS authentication?

The table below may help you in deciding, which one of the two authentication
method would be most recommended for you.

| want the most secure option to use.

| have a smartphone.

| dont have a smartphone.

| don’t want to install any applications to my phone.

| already have an authentication application.
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VERIFYING YOUR ACCOUNT

Verify your account by following
these steps. After verification, you

can access the portal by entering the
URL https://portal.accountor.com/

or by using the login link at
Accountor website.

Verify your account by clicking
the link that will be found from
the welcome e-mail.

accountor

Welcome to Accountor's services

You can start using the service after you have verified your e-mail by clicking the following

Verify my account
The verification link is valid for 14 days. After that you can activate your account by resett

your password in login page

Email Verified
You can familiarise yourself with the service by clicking the training material link below. Y¢

can access the documents also in Accountor Client Portal.

Back to the application

For authentication via SMS,
click the SMS option.

Enter your phone number on
the screen as instructed and
click Continue.

Go to portal login page

(https://portal.accountor.com).

Start by clicking "Log in”. You
can change the language by
clicking the icon.

During your first login, you
must set your password. Enter
your e-mail, and then click
Setup or change password.

Set a new password by clicking
the link in e-mail message that
you have just received. Set a
password by entering it twice
by following the instructions on
the screen.

accountor

Change Your Password

accountor

Enter Your Password

Log in to Accountor Client Portal

EN &

accoun*or

Accountor Client Portal

Login

email@address.com

Password*
“ @

Setup or change password

accountor

Password Change Request
You have submitted a password change request

f it was not you, please disregard this email and ma

f it was you, then please confirm the password char

Click here to change your password

Best regards,

Accountor

f you did not make this request, please contact us.

Enter a new password below to change your
password.

New password® @

Re-enter new password* @

1
Reset password

Select verification method - check
{ the instructions in the email if you
would like more information

& Authenticator app

E] sms

Accountor

Wait until you receive the 6-digit code
to your phone as SMS. Enter the code to

accountor

Verify Your Identity

We've sent a text message to:

the login screen and click Continue.

Q You are now logged in.

nter the 6-digit code”

i

Log in by using your e-mail
and password that you have
just set.

If you use the authentication
application (see installation on
previous page), enter the code
from the app to the login
screen. Click Continue.

Q You are now logged in.

accountor

Secure Your Account

Scan the QR Code below using your preferred
authenticator app and then enter the provided one-
time code below.

Try another method

For authentication via SMS,
click Use another method.
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LOGGING IN AND OUT

The login link can be found at Accountor
website. You have also received the e-mail
message containing the link, when your
account was added.

Select the language and enter your

login credentials.

Select the preferred language if

needed and click Log in to continue.

Fill in the username and password.

Your e-mail address is used as your
username.

Enter the 6-digit authentication
code.

Depending on authentication method

you have chosen during your first
login, the code will be provided

either to your authentication app, or

SMS message.

If you have multiple organisations,
select the organization you want to
work with.

You can easily switch to another
organization without need to log in
again, by clicking the current
organization name from top right
corner.

accountor
e stagin,
EN 52 - Dashboard

accountor

Accountor Client Portal

Privacy policy

account*or

Verify Your Identity

Check your preferrad one-time password
application for a code.

() Dashboard Welcome John Doe Tester

D t
ocuments Upload documents T,
L SRR Latest articles
News

Organization selector

Administration

Search organizations

service provider

READ MORE...

Name, Sandra ID, Business ID Q ‘
Acc Test DK A Select =]
Customer for Accountor AS 2 Select =]
Franchisee 1 Customer A Select =]
PortalTestCustomer 1 OSFI Select =]
PortalTestCustomer 2 OSFI NameTest Select =]
PortalUAT AO10 end to end test Select =]

To log out, open the user menu by
clicking the icon.

X Close

Organization
Email

Language

1s together with automatic

Accountor strengthens Its position as the leading financial managemel

Click Sign out to log out from the portal.

Q (PortalTestCustomer 1 OSFI)@

John Doe Tester

PortalTestCustomer 1 OSFI &

john.doe@test.accountor.com

EN &€

User guide and info

Privacy notice
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COMMON FUNCTIONS

If there are new/updated
documents and your notifications
are switched on (see page 10), the
red dot will appear here. You can
see the list of notifications by
clicking the symbol.

You can also receive notifications to
your e-mail by enabling the
notifications from User menu (3).

The name of your current
organisation is shown here. If you
have multiple organisations, you can
switch between organisations by
clicking the name of current
organisation.

User menu to adjust to your settings:
* Organisation selection
 Language, name and password

* Notifications settings

* Privacy information

* Logout from the portal

Shortcut link to documents upload
(see page 7)

Latest news. You can read the full
article by clicking the topic.

Main menu for selecting the core

functions:

« Dashboard for quick outlook of
latest most essential things.

 Documents for documents
uploading, browsing and
downloading

 Message for contacting your
Accountor service contact person

* News for reading service-related
news and announcements

« Administration (visible for client
admin uses) for managing
permissions and users

accountor
stagin:
s Dashboard

@ Dashboard

[ Documents

Messages

News

Administration

Welcome John Doe Tester

Upload documents .1,

articles

_4n 10, 2024 12:19 PM

Test news with new role

READ MORE...

Feb 19, 2024 12:56 PM
Testing news 19.2.2024

READ MORE...

Sep 7, 2023 13:23 PM
Client Portal decreasing the carbon emissions together with automation

READ MORE...

Aug 29, 2023 9:57 AM
Accountor strengthens its position as the leading financial management
service provider

READ MORE...

a

a+

PortalTestCustomer 1 OSFI @
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UPLOADING DOCUMENTS

a Choose the folder to your e Period and Year are automatically accountor 3 romatecumomariost @
documents. According to your selected, but if you need to provide o s Joeuments

permissions, you will see one or i

several folder options, where to

documents for other than current
service period, you can change

upload documents.
, them.
Contact your company’s Portal
Admin, or Accountor contact person, Contact your Accountor contact
if you need assistance with selecting person, if you need assistance with e
the correct folder for your selecting Year and Period.
dOCU ments. -+ Browse files to upload

If you accidentally uploaded
incorrect document that needs to be
removed, please contact Accountor.
You cannot delete the documents by
yourself.

Click the Browse button to select
documents, that you wish to upload
to the portal from your local device.

When you are done with selecting

If you want us to get back to you, the documents, click Confirm upload
write an optional message. Add a button to start uploading

message only, if you need documents.

interaction with us.

If there is already a similarly named document in the same folder with same year & period, the portal will ask
We will reply to your e-mail. Do not your confirmation, whether you want to override the existing document, or cancel the upload.

include personal information to
message.

Documents will be stored in portal for 6 months from uploading. You will get a notification in advance, when the
retention time will get closer.
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ACCESSING DOCUMENTS

Upload new documents

Filtering options. If you want to see
only certain documents instead of
all, you can select filtering options
from here, or search by document
name.

Show more information and preview
the contents by clicking either the
name of the document, or the icon
on the right side of the document
row.

Show document details by clicking
the Metadata tab.

Click Edit metadata, if you need to
change the document’s details, for
example, to move it to another
month or year.

Download the document to your

accountor

staging

. Year
\/HA[[

., Period

&

\/HAI[

\/‘ ‘ CEO Reports v

local device by opening the context o Documents
menu Of the docu ment and Select 1, Upload documents Y, Download documents
Download. ‘Sii;c:ame O\‘ ‘,St:rluljs

D Messages \ )

=) News D Folder File name C
Download multiple documents at PO (| oo
once by selecting the documents you 8 pr -

want to download, and then by
clicking Download documents. A Zip
file will be generated, containing all
the selected documents, and the file
will be downloaded to your local
device.

1 of pages 1

Document status options

Published: Document is successfully uploaded to Portal

Updated: Existing document is replaced by this new version of document.
Quarantined: Document did not pass the security check. Document is not
accessible, and it’s not delivered to Accountor.

Note, that name of document uploader user is shown only, if the user has account to the
portal. If user is removed from the portal, the name will not be visible.

<>

Service Status

Finance Published

Finance Published

Finance Published

CaPS_Toshiba_hinnasto_01012023. pdf

Preview Metadata

File name

CaPS_Toshiba_hinnasto_01012023. pdf

Uploaded by

Jacobsson Henri

Uploaded by

John Doe Tester

John Doe Tester

John Doe Tester

PortalTestCustomer 1 OSFI @

Uploaded on

15.04.2024 / 13:47 ¥l
15.04.2024 / 13:44 oPd

01.02.2024/08:34 74

ltems per page 20 v
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MESSAGING

If you want to communicate with us,
you can do it from the client portal.
However, you will also get our
replies to your e-mail. You can
access the message threads you
have started from client portal,
including sent and received
messages, by clicking the title of the
conversation.

To start a new message thread, click
New message —button.

Select a subject for your message.
This will affect to who will receive
your message at Accountor end. Fill
in the Title and Message body.

You can attach documents with your e
message, if needed. Attached

documents will be stored to

Documents section in portal.

accountor

staging

@ Dashboard

3 Documents

Note, that you can only add
documents to the folder, that
matches the Subject selection. For
example, if you choose the “Payroll
subject, you can only add
documents to payroll-related

9

Messages » [ PortalTestCustomer 1 OSFI @
Mess ages
Greetings from Accountor Finance 12.12.2024 Waiting from client
Regarding to your question on period closing Finance 12.12.2024 In prog
Change of cost centre CP0012 Finance 26.11.2024 Resolved
Summary of January salaries to be paid Payroll 20.09.2024 Resolved

accountor

staging

New message

Dashboard
Send message to your service contact person

- we will shortly reply to your e-mail.

folders.

Please do not include highly
sensitive personal data in the
message text.

accountor

staging

Dashboard

Threads with unread messages are
indicated with green and bold title
text.

You can reply to existing message
thread by first clicking the title of the
message thread.

Access the Write a reply field by
browsing to the bottom of the thread.

Do not add highly personal or sensitive

personal data into the text field.

To field 2C, fill in the number of em

Message
9 B I VYU & & = = = I
Hello,
Messages » Question about taxat I would like to|
Question about taxation form Ti4
p
@ From:
Hi Attachments
Fill in folder, period and year before browsing files.
Thank you for your message.
_ Folder * - L
v ‘ ‘ 12 v ‘ ‘ 2024 v

To field 2B, till on the number of part-time employees in your organisation.
To fied 4A., fill the total amount of salaries been paid during the fiscal year.

| hope this helps Have a nice day!

Best regards,
Arne from Accoun tor

Do not add highly personal or sensitive personal data into the text field.

Write a reply

B I YU S f = =3

|
Il
1
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accoun+°r X Close Qa PortalTestCustomer 1 OSFI e
e Dashboard

a Organisation selection. If you do Adjust notifications settings. You can N
Welcome John Doe Tester
[0 Documents Upload documents T, e

have access to multiple enable the notification about new

organisations, you can switch documents separately for portal and -

Messages Latest articles John Doe Tester
between organisations by clicking e-mail notifications. E-mail poraTestCustomer 1 05F1 5

. ° epe . SRl i’l:ens?,nj\ifslivu;:ﬂnew role Email john.doe@test. sintor.com
the organisation name. notifications are sent once a day. o @
@ Administration v/
Language setting. You can set the
Testing news 19.2.2024 User guide and info

language for portal. This setting is ey o

Sep 7, 2023 13:23 PM

personal and affects to only your accoun*or

Client Portal decreasing the carbon emissions together with automatic

staging . READ MORE...
account. User profile
Dashboard
John Doe Tester Aug 29, 2023 9:57 AM
a = S iohn. . . Accountor strengthens its position as the leading financial managemel
Privacy notice. View the portal S o doerestaccountorcor iy
* service provider
o o o READ MORE...
privacy notice and cookie
Messages M .
y Personal Information
information.
News Full name John Doe Tester
, . Email john.doe@test.accountor.com
U Se r S fl rSt a n d l- aSt n a m e . YO u C a n Administration v~ Organization Portal TestCustomer 1 OSFI

@ Edit personal information

edit, how your name is displayed in
portal. Note that you cannot edit
your e-mail address.

Login Information

Password ek

Q Change password

Change your password. It is
recommended to change the
password regularly.

Notifications

Notifications

Email reminders
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ADDING AND REMOVING USERS

To begin adding new users, select
the Administration function from
main menu, and click
Organizations.

Note: The Users link is for future
functions. It displays the same user
list, as in Organisations view.

You will see the list of currently
added employees. Click Add user to
add a new user.

Fill in the user’s e-mail address and
click Continue.

Fill in users- first and last names
and click Add user.

The new user will receive a welcome
e-mail message with instructions to
activate theaccount:

After adding the user, remember to
add necessary folder permissions to
user, so that the user can access
the folders that are needed.

(See next page)

To remove the user access, click the
desired user from the organisation
user list. A side panel will open
displaying users' details.

Click Remove user from
organisation button.

A confirmation dialog window
appears. If you confirm the user
removal the user will be removed
immediately.

User removal does not affect to
documents nor folders.

User removal cannot be reverted.

accountor

() Dashboard

Administration

Organizations

Q Users

X Close drawer

Portal Test Client (Accounting)

Add user

Active users Folder

Search users

User Information

Email

‘ new.user@test.accountor.com

‘ Name, email

_Items per page Given name

Q| = | |

A name

Sample User

Test User

Client User

New User

Accountor User

Client Admin User

Client Super Admin User

Old User

Organisational User

Family name

Email ‘ |

sample.user@;

test.user@test.,
client.user@te,

new.user@test

New User

User Information Permissions Folders

User

Given name

New

Family name

User

Email

new.user@test.accountor.com

Edit user information

(,Q— Remove user from o*ganization)

Q Portal Test Client (Accounting) =1

X Close drawer

Add user

Cancel

Cancel
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SETTING FOLDER PERMISSIONS TO USERS

Users need permissions to at least one folder,
so that they can upload material to portal,
and browse existing material.

Folder creation and removal is maintained by
Accountor, but client admin users can
maintain the permissions to the folders.

User can only see accessible folders in folder
selection dropdown menu, when uploading a
document

(page 7).

To start defining the folder
permissions to user in current
organisation, click the
Administration from main menu and
select Organisations.

A list of organisation’s user will
appear. Select the user by clicking
the username on the list. User
information panel will open.

accountor

staging

Click the Folders tab to open the folder
permission settings. A list of folders
created for your organisation will
appear. Click Manage folders button to
start setting the permissions.

Dashboard

Messages

In folder list, you click the checkbox to
give permissions to that folder.
Unchecking the box will remove the
permissions.

Administration

Organizations

Save the permissions by clicking
Submit folders. The user will now have
access to folders you checked. This
may require the user to log out and log
back in once after permissions are set.

The folder names do have a following structure:

Folder name / service

Full name v

Eulenberger Sanna
Hampf Kristian
Hannele Client User
Hedman Jarkko
Heinonen Valtteri
Jacobsson Henri
“arkko Hedman
John Doe Tester
John-Marie Doe-Cannisto
Karhu Henri
Rantanen Petri
Saarela Sami

Sarika Dogra
testname1 testname2

Valtteri Heinonen

1~ of pages 1

John Doe Tester

Employee Information

A Test Folder 1 / Finance
CEO Reports / Finance
Finance / Finance

HR / HR

C

(] OSFI 1 Test Team B / Payroll

| OSFI 1 Test Team A / Payroll

P Test Folder 1 / Payroll
Payroll / Payroll

(] Payroll Saimaa / Payroll
Test folder for HR / HR

Travel expenses / Payroll

@ PortalTestCustomer 1 OSFI

Permissions

Folders

X Close drawer

Cancel

Service information (finance, Payroll or HR) is specific to each folder. It tells, which department at Accountor side
will have access to that folder. For example, Payroll department cannot access the folders, that do have Finance

as service. As client admin user, you can maintain folder permissions for users of your organisation.
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