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Example of Accounts or Tax Return to Approve. 

 

1 You receive an email. 

 
 

 

2 Open the email then click on the link and log in with the password you set previously. 

 

 
 

 

3 In your portal - usually a letter and accounts or tax computations and a Tax Return. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4 The document to view is downloaded below. 

 



 
 

 

5 Please read all the way to the end before closing the document. �������� 

 

 

 

 

6 Ready to approve it? 

 

 

 

 

 

7 The approval screen. 

 



 

 

 

8 Now it shows as approved. 

 

 

 

 

9 There might be more in your portal! 

 

 
 

If you have any queries please call us! 
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