HANLEY & CO CHARTERED ACCOUNTANTS AND BUSINESS ADVISORS

Example of Accounts or Tax Return to Approve.

1 You receive an email.
loday

p! e.c... Dean Logan Hanley & Co Chartered Accountants - Secure Documents Portal Document Ready for Approval Sat 28... 8...
2 Open the email then click on the link and log in with the password you set previously.

JIRIS

File sent for review and approval by Hanley &
Co

Dear Dean Logan,

Example of Accounts or Tax Return to Approve.pdf is ready for you to review and approve.

Sent on behalf of Hanley & Co.

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

O Welcame ta your Haniey & Co Partal  deanihanieyandes.co.uk

DAsHsoARD BT

FLES

[T —

, 1
g Click here first to see o 2
i the document. You Click it here to

can't approve it until download it to read it

you have read it!
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4 The document to view is downloaded below.
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5 Please read all the way to the end before closing the document. T

D Mirosoft Word - Eample of Acc X _
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1
Here is your
document to read.
You can print it or
you can leave it and
close it and come
back later.

2

When you have read
the document and are
happy to approve Example of Accounts or Tax Return to Approve.
please click over here
on the previous tab (or
log back into
Openspace.)

Usually a covering letter and then accounts or tax computations, schedules and a Tax Return.

Please read all the way to the end before closing document. L

6 Ready to approve it?
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7 The approval screen.



Approve

Are you sure you want to approve - Example of Accounts or Tax Return to Approve.pdf?

2

Click approve to embed the following information into the file as proof that you have approved this file, the PDF y If YOU have a
then be encrypted to prevent editing. query you can

reject it and

Name: Dean Logan send us a
Email: dea .. @hanleyandco.co.uk message.
IP Address: 84.70.54.115

TimeStamp: 28/11/2020 11:54 (GMT)

Dean Logan confirms that the information is correct and complete to the best of their knowledge and belief.
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Click here to approve.

Cancel

8 Now it shows as approved.

Location: Home ~ Dean Test (1 files) > Documents for Approval

m © Upload File Download New Folder Notify Move To Delete

O Name ¥ Description 7 Uploaded v ¥ LatestDownload ¥ Approval Type V Status
O B example of Accounts or Tax Return to Approve.pdf 28/11/2020 11:41:35 28/11/2020 11:50:37 e-Approval
2 il

9 There might be more in your portal!
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If you have any queries please call us!
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