Onvio Client Center quick start guide

Within this guide, you’ll learn how to set up and use Onvio Client Center.

Set up your Onvio portal
You'll get an email similar to the following.
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



2. Make sure your account information is correct, and then create a password for your
account
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3. Select Register Me, and then Sign in.
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



4. Enter the email you used to register with and the password you chose.
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5. You’re required to set up 2SV to use your Client Center portal. First, install the
AuthO Guardian app from the App Store (iOS devices) or Google Play Store

(Android devices).
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If you already have an authenticator app and would rather use that, select Try Another
Method, choose a supported option, and continue the setup. The steps in this guide are

for the AuthO Guardian app method.

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



6. Scan the QR code displayed in your computer screen to pair your new Client
Center account with the AuthO guardian app on your mobile device.
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7. Accept the Terms and Conditions for using Client Center.
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



Set up your mobile device
You can download the Onvio Client Center app, to use your portal on your mobile
device instead of needing to sign in on a computer.

How to use Onvio Client Center

On a computer
To access your portal, visit our firm’s website and

select Here you can upload documents to
submit to us, or reply to our request for specific documents.

If you have multiple accounts, make sure to select the correct individual or company for
the document you’re uploading.
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



If we requested a document from you, you’ll get an email similar to this:

Select View Request, and then select Add in Onvio Client Center to upload your
documents.
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



You have the option of submitting saved documents via PDF or scanning from a device.

¢ Please note we need all documents in PDF format only. NO JPEGS OR IMAGE
FILES OF ANY TYPE
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



If you are uploading a document from an email request, make sure to select the
Next or Submit button. If you don’t, your document won'’t be sent to us.
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Our office automatically receives an email when you upload documents to your portal or
if you marked the document request as complete.

You don’t need to call or email us to ask if we received your upload.

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



On a mobile device
You can upload documents to submit to us or reply to our request for specific

documents.

If you have multiple accounts, make sure to select the correct individual or company for
the document you’re uploading.

Select Documents to upload your documents.
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



If we requested a document, you’ll get a push notification similar to this:

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



You can submit a document if its already saved on your device. Or you can take a
picture of the document.

When you use the Camera option, the Onvio Client Center app will convert the picture
into a PDF for you.

Please note we need all documents in PDF format only. NO JPEGS OR IMAGE FILES
OF ANY TYPE
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



We recommend you use the Automatic option when taking a picture of your document
to make sure your document is in focus and readable.

Tip: Take pictures using as much light as possible
You can take multiple pictures and upload them all at once.

When you're finished taking pictures, select the checkmark icon.

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



Edit the name of the document and location to save it. Select the checkmark icon.
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If you have any questions or need help, call and ask for our portal administrator or e-mail us at



If you are uploading a document from an email request, make sure to select the Next or
Submit button. If you don’t, your document won'’t be sent to us.
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Our office automatically receives an email when you upload documents to your portal or
if you marked the document request as complete.

You don’t need to call or email us to ask if we received your upload.

If you have any questions or need help, call and ask for our portal administrator or e-mail us at



	Set up your Onvio portal
	Set up your mobile device
	How to use Onvio Client Center
	On a computer
	On a mobile device


	Insert your company logo here: 
	Your firm's email address here: 
	Insert your website image: 
	Insert your firm's website: 
	Enter the name of the button to select: 


