Client access portal —How to upload documents

1- Login to your Client access portal through our website: www.leclairduperre.com
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Welcome to the portal!

‘ Enter your email address ‘

Password @ Show

Forgot your password?

We recommend that you add the following link to your Internet bookmarks:
https://leclairduperre.cchifirm.ca/clientportal/



http://www.leclairduperre.com/
https://leclairduperre.cchifirm.ca/clientportal/

2- Select the portal in your personal name (top right). EX: Doe, John
Then select the folder entitled DEPOSER VOS DOCUMENTS ICI - DROP DOCUMENTS HERE.
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3- Clickon i then on ADD FOLDER (bottom right).
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4- Create one folder per family member. Rename folder and click on the green checkmark to save it.
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5- Choose one of the folders you just created then click on Upload.

G} HOME

[N pocuments
5] sienaTures

8 INVITE USERS

Documents

Search for folders and files

Q_ Search

Home > Documents > DEPOSER VOS DO...

Unread Files

T1Doe John ... T1Doe John ...
£ Unreac H £\ Unreac
Folders
3 John Doe H 3 [ Marie Commun | v
Files

Documents

2 Upload

= ®B

Sort order: Name s/

Search for folders and files..

Q, Search

Home >.. > DEPOSERVOS DO..

Unread Files

T1Doe John ... T1Doe John ...

pu

A\ unread : A\ unread

379

Files

_>|

= B

Sort order; Mame s



6-
the desired files.
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Drag and drop ALL the files to be submitted for this person in one go or choose Browse and select ALL
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7- Your files are now uploaded to the portal.
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8- Then choose the folder of another family member and repeat steps 5 and 6. To choose another folder,
simply click on DEPOSER VOS DOCUMENTS ICI - DROP DOCUMENTS HERE.
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9- Itis important to notify us that all your documents are uploaded and that we can begin your income
tax return by sending an email at info@Ieclairduperre.com.

10- To logout, click on your initials (top left) then click on Logout.
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To learn more about using the CCH iFirm portal, you can watch this short video.
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