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Accounting should feel simple, not
stressful.

We’re pleased to share this guide, tailored to
support you. Everything we offer is designed to give
you clarity, confidence, and ongoing support that
suits the way you work.
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IRIS OpenSpace is a secure online portal we use
to:

Share documents with you safely,
Receive information from you securely,
Obtain approvals on key documents

This replaces emailing over confidential
information and eliminates the associated
security risks with doing so.

What is IRIS OpenSpace?



After we invite you, you will receive an email titled:
“IRIS OpenSpace Client Registration”

You will then need to:
Open the email,
Click the registration link,
Create your memorable password - please ensure
that this is at least 10 characters with a
combination of upper case and lower case, along
with special characters to strengthen this. To
prevent losing your password, we would
recommend you use a password manager.

Getting started (registration)



You can log in via the ‘login’ button or via the
following website: ‘www.irisopenspace.co.uk’ (You
may be asked to accept terms when you first login)

You can Log in to IRIS OpenSpace using your email
address and your chosen password.

Note that you can also use OpenSpace on your
mobile phone, iPad, or desktop computer.

Logging in



When you have logged into OpenSpace, in order to
view the documents we have shared with you:

Click ‘Files from Hanley & Co’
Open a folder and click a file you wish to view.

Finding your documents



Some documents we send to you will require your
approval, such as:

Accounts
Tax returns
Important confirmations

You will be notified via email when approval is
required from you.

Documents awaiting approval



To approve a document you will need to:

1.First open the document
2.Review the contents of the document
3.Click ‘Approve’ (and e-sign - if prompted)

Once you have approved the document, we are
notified of this automatically.

Approving documents



You can upload documents (such as bank
statements, records and spreadsheets and forms
and confirmation) to us securely, instead of
emailing these, to do this:

1.Log in to IRIS OpenSpace
2.Click ‘Home → Upload File’
3.Add files or drag and drop
4.Click upload

Uploading documents to us



We’re Here to
Help
If you have any questions, we’re here to help -
we’re “Accountants You Can Talk To”.

If you require any assistance, or you are
encountering issues, with any of the following:

Logging into OpenSpace
Uploading documents
Approving files

Please reach out to us and we would be happy to
help.

You can call us directly on 0161 339 7502 or 01253
320 018 to discuss any queries.
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