WARNING! Unauthorized use of this system is strictly prohibited and may be subject to criminal prosecution.

Client Portal Access Instructions

Your username is your email address.

When our Admin Team creates your user portal, you should have received an email from mail@sf-notifications.com
welcoming you to the client portal. Be sure to add this email address as well as these other email addresses to your
‘safe senders’ list so your portal notifications do not unintentionally go to spam.

To ensure you receive Email Notifications

ShareFile notifications arrive from the email addresses listed below. It is recommended that you whitelist emails received from the domain sf-notifications.com

* noreply@sf-notifications.com
* mail@sf-notifications.com

+ *sf-notifications.com

The welcome email will look like this

AVR Admin Added You to ShareFile. inbox a @
o ShareFile Support <mail@sf-notifications.coms 53 AM (1minute aga) ¢ & :
® -
CERTIFIED
PUBLIC
ACCOUNTANTS

Jane,

Welcomel You have been added to the account for Anthony V. Ricci, CPA, Inc..

A note from AVR -

Welcome to our Secure Portall

As a valued client, the security and privacy of your personal and confidential information is one of the
most critical aspects in dealing with a CPA firm and we're serious about safeguarding that trust you have
given us.

We've added you as a user. This portal allows us to work together efficiently by securing the exchange of
tax documents and even large files.

In the coming weeks, our Admin team will be adding clients to their respective directory, as well as
adding 2020 to current year tax return - please be patient during this process.

If you have any question, please reach out to Sally or Jill @ 401-942-3900 or admin@ariccicpa.com.

Activate Account

Trouble with the above link? You can copy and paste the following URL into your web browser
hittps-//avrcpa sharefile com/?uh=bp
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Click on the ‘Activate Account’ button. A web browser window will appear where you can create the password of your
choice.

Your password should

e contain a minimum of 8 characters

e contain 1 upper case and 1 lower case letter

e contain at least 1 number(s)

e contain at least 1 of these special characters: | "#S% & *()-_+=/.?\[]| ~@'
Please place this password in a safe place because even we won’t be able to tell you what the password is should you
forget, but you can always reset your password with the ‘forgot password’ option.

If you did not receive the email with your temporary password, please use the ‘Forgot Password?’ option. You will be
prompted to select a method to receive a verification code and once that code is entered, you will be asked to create
a new password of your choice.

CERTIFIED
PUBLIC
ACCOUNTANTS

Ema Your email address

Your password should

e contain a minimum of 8 characters

e contain 1 upper case and 1 lower case letter

e contain at least 1 number(s)

e contain at least 1 of these special characters: | "#S% A& *()-_+=/.?2\[]]| ~@"'
Please place this password in a safe place because even we won’t be able to tell you what the password is should you
forget. Remember, you can always reset your password with the ‘forgot password’ option.

Once finished with this process, you will have access to all tax returns from 2020 to current that you are affiliated with
(personal & business — if applicable) using this single login. You can also use this upload tax documents, tax notices,
QuickBooks files to the firm, securely!
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e When files are added to your portal from Anthony V. Ricci, CPA, Inc. (AVRCPA), you will receive an email
notification.

Here’s a sample of what that notification email will look like.

AVR Admin Has Created a New ltem in ShareFile nbox x S O
o AVR Admin (Anthony V. Ricci, CPA, Inc.) <mail@sf-notifications.cam: e & H
® - -
CERTIFIED
PUBLIC
ACCOUNTANTS

Jane,

AVR Admin has uploaded a file to the folder ~Doe, Jane.

Click here to download 2021 Tax Return.pdf

Personal Tax Files > A > ~Doe, Jane

Name: 2021 Tax Return.pdf
Size: 147.82 KB O Created: 12/15/22 4:00p
Creator: A_ Admin

Dates are displayed in UTC -5

Trouble with the above link? You can copy and paste the following URL into your web browser:
https:i/avrcpa.sharefile.com/d/a759b7d7d1ac4514
Click here to change how often ShareFile sends emails

Powered By Citrix ShareFile 2022

e When you add files to your portal, AVR Admin will receive an email notification. We may rename or move these
files to the correct file folder based on our standard file naming convention.
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If you are not set up as a user (yet) and would like to access the portal, you do not need to wait for Admin to create
your portal. However, it is worth noting that by doing this, your tax returns will not yet be available to you as Admin
will need to link your user profile to your specific client folder. Please be patient during this process.

To create your profile yourself, visit AVRCPA.ShareFile.com and click on ‘Forgot Password?’

CERTIFIED
PUBLIC
ACCOUNTANTS

Zmal Your email address | AVRistheBestCPA@myemail.com

Sasswornd

Signin

Enter your email address, click the ‘I’'m not a robot’, and then click ‘Send’

CERTIFIED
AVR
ACCOUNTANTS

Enter the email associated with your account:
Email address

Your email address

™
I'm not a robot
reCAPTCHA
Privacy - Tarms
Send
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https://avrcpa.sharefile.com/Authentication/Login

Citrix will then send you an email to verify the email. The email should look like this.

Reset Your ShareFile Password Inbox x 2 @

e ShareFile Support <mail@sf-naotifications.com= 12:15 PM (3 minutes aga) 1y “

CERTIFIED
PUBLIC
ACCOUNTANTS

Reset Your ShareFile Password

Your administrator requested that you reset your password.

Reset your password

This link will expire in 30 minutes.
If you believe this email was sent in error, please contact your administrator.

If the link above doesn’'t work, copy and paste the following address into your web browser:
https:/favrcpa.sharefile. com/?cmd=rp&id=40fa72efc7d148d9

Powered By Citrix ShareFile 2022

Click on the ‘Reset your password’ button which will bring you to a web browser window to reset your password.

Remember: Your password should
e contain a minimum of 8 characters
e contain 1 upper case and 1 lower case letter
e contain at least 1 number(s)
e contain at least 1 of these special characters: | "#S% & *()- _+=/.?\[]| '~ @'
Please place this password in a safe place because even we won’t be able to tell you what the password is should you

forget.
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Once you’ve created the password of your choice, click on ‘Reset Password’ button and it will take you back to the login
screen. Enter your username (your email address) and the password you just created, and sign in.

PUBLIC
ACCOUNTANTS

AVR CERTIFIED

Email Your email address

Password

Sign In

[0 Remember Me Forgot Password?

S T
FOIICY

From here, it will take you to your home screen. It’s look something like this with your files. This is just a visual sample.

|

CERTIFIED

PUBLIC Q Help Apps  Log Out

ACCOUNTANTS
Dashboard

f Folders
Folders > Name & Size Uploaded Creator =
Workflows > kg [~ -aBC Corp 656 KB 10:21 AM A. Admin
- 5 K 21 AM A, Admin

Inbox N 7 [~ ~Doe, Jane 75KB  10:21 AM A. Admir

Personal Settings

From here, you can upload tax documents to us as well as download your tax returns. Keep in mind that once your
portal is setup and correctly linked to your user profile, your 2020 tax return (or your first tax return you had us prepare
— whichever one is relevant) through the current tax return filed will be here waiting for you.

Files pertaining to business entities will be in the business folder. In this example, ABC Corp.
Personal tax files will be in your personal file folder. In this example, Doe, Jane.

And of course, if you need help, we’re just a phone call or email message away.
Feel free to call Sally or Jill at 401-942-6900 or via email, admin@ariccicpa.com.
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CLIENT PORTAL AGREEMENT
PLEASE READ THESE TERMS AND CONDITIONS OF USE CAREFULLY BEFORE AGREEING TO THIS.

Acceptance of Terms of Use
Anthony V. Ricci, CPA, Inc. (AVR) client portal is offered to you conditioned upon your acceptance of the terms,
conditions, and notices contained herein. By using the portal, you agree to these terms and conditions.

Description of Service
The client portal provides authorized clients with access to information displayed on the portal for inquiries and
deliveries of documents and communications related to the performance of AVR professional services for their
account only. The information, documents, and communications on the portal are provided as a convenient
resource to clients and may be used for informational purposes only. The information contained on this site
should NOT be used as a substitute for consultation with professional accounting, tax, legal, or other competent
advisors.

Availability
You acknowledge and agree that AVR may in its sole discretion cease offering the portal at any time and may
impose restrictions on use of the portal, without notice or liability. AVR cannot and does not guarantee that you
will be able to access or use all or any of the portal features at all times, and cannot and does not guarantee,
represent or warrant that access to or use of the portal will be uninterrupted or error-free, or that the portal or
server on which it is housed is free from viruses or other harmful components.

User Password and Security
Using the portal and its related services requires the use of a password and a user name. The confidentiality of
your password and account is your responsibility. Any activities that occur under your account are your
responsibility. You agree to notify us immediately of any unauthorized use of your account or any other breach
of security. It is prohibited to use another account without the express permission of that account holder. AVR
will use its best efforts to secure the portal against unauthorized access. However, you acknowledge and
understand that a fail safe security system does not exist.

Accuracy of Content and Liability Disclaimer

AVR will strive to use reasonable efforts to include accurate and updated information on the portal; however,
you understand and agree that AVR is under no obligation to do so and neither AVR nor its suppliers make any
representation or warranty, express or implied, about the security, sustainability, reliability, availability,
timeliness, and accuracy of the portal or information, software, documents, and communications contained on
the portal for any purpose. To the maximum extent permitted by applicable law, the portal and all such
information, software, documents, and communications are provided "as is" without warranty or condition of
any kind. AVR, and its suppliers, hereby disclaim all warranties and conditions with regard to the portal and such
information, software, documents, and communications, including without limitation, all implied warranties or
conditions of merchantability, fitness for a particular purpose, title, and non-infringement.

To the maximum extent permitted by applicable law, in no event shall AVR, or its suppliers, be liable for any
direct, indirect, punitive, incidental, special, consequential damages, or any other damages whatsoever, including
without limitation, damages for loss of use, data, or profits, arising out of or in any way connected with your use
or the performance of the portal, with the delay or inability to use the portal or related services, or the portal's
contents or security whether based in contract, tort, negligence, strict liability, or otherwise, even if AVR or its
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suppliers has been advised of the possibility of damages. Certain states do not permit these types of limitations,
so the above limitations may not apply to you.

Given the changing nature of federal and state laws and the inherent hazards of electronic communication, there
may be delays, omissions, or inaccuracies in information contained in this site. As such, no information on this or
related sites should be used as a substitute for consultation with professional accounting, tax, legal, or other
competent advisors.

If you are dissatisfied with any portion of the portal, information, documents, or communications on the portal,
or with any of these terms and conditions of use, your sole and exclusive remedy is to cease using the portal and
the information, documents, or communications you obtained from the portal.

Icons, Logos, and Other Proprietary Material

The trademarks, logos, and service marks (collectively the "Trademarks") displayed on the portal are registered
and common law trademarks of this firm. Nothing contained on the portal should be construed as granting, by
implication, or otherwise, any license or right to use any of the Trademarks displayed on the portal without the
written permission of this firm. Your use of any of the Trademarks displayed on the portal or displayed on any
content on the portal is strictly prohibited. You should assume that everything you see or read on the portal is
copyrighted and is a trade secret and may not be used except as provided in these terms and conditions of use
or in the text on the portal without the written permission of this firm or its suppliers.

Changes to Terms and Conditions of Use
AVR reserves the right to modify the terms, conditions, and notices under which the portal is offered, without
notice.

Confidentiality, Information Protection, and Protection of Data

Notwithstanding any existing legal or contractual obligations regarding confidentiality between you and AVR,
you undertake to treat all knowledge relating to business secrets, which come into your possession, as
confidential. You shall assure that any protected data, which comes into your possession through the use of the
portal, is not transmitted to any unauthorized person. You shall notify AVR of any documents or communications
that require password protection if all individuals with access to your portal should not have access to such
information. In partial consideration of the opportunity to access the resources of the portal concerning your
account, you agree to maintain the strict confidentiality of access of the portal and its data to you and your
authorized employees and to indemnify and hold harmless AVR and its officers, shareholders, and employees
and their heirs, successors, and assigns from and against any and all claims, actions, demands, losses, damages,
judgments, costs, and expenses, including without limitation, reasonable attorneys' fees and liabilities of every
kind that may arise from your or your employees' use of the portal or because of violation of these terms and
conditions of use. You shall notify AVR of any users whose access should be eliminated and at such time you shall
change the password.

No Unlawful or Prohibited Use
You are prohibited from using the portal for any purpose that is unlawful or prohibited by these terms, conditions
or notices. Further, you are prohibited from using the portal to damage, disable, or overburden AVR's servers or
network or impair the portal or interfere with any other party's use of the portal. Hacking, password mining, or
any other means to gain unauthorized access to the portal, portal accounts, computers, or network is prohibited.
Posting or transmitting any unlawful, threatening, libelous, defamatory, obscene, scandalous, inflammatory,
pornographic, or profane material or any material that could constitute or encourage conduct that would be
considered a criminal offense, give rise to civil liability, or otherwise violate any law is also prohibited. AVR will
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fully cooperate with any law enforcement authorities or court order requesting or directing this firm to disclose
the identity of anyone posting any such information and materials.

Miscellaneous
This is the entire agreement between you and AVR regarding the subject matter hereof. If any provision or part
thereof of any of these terms and conditions is held to be illegal, invalid or unenforceable, the remaining
provisions and portions thereof shall not be affected and the terms and conditions will be deemed amended to
the extent necessary to make it legal, valid and enforceable. These terms and conditions are made and entered
into in the Commonwealth of Massachusetts and are to be governed by and construed in accordance with the
laws of the Commonwealth of Massachusetts, notwithstanding conflict of laws provisions.

IRS Circular 230 Disclosure
As required by IRS rules, AVR informs you that any tax advice contained in communication (including any
attachments) using the portals was not intended or written to be used, and cannot be used, for the purpose of
avoiding tax-related penalties or promoting, marketing or recommending to another party any tax related
matters addressed in this communication.

Acceptance

By using the portal you hereby acknowledge that you have read the Terms and Conditions portion of this
document and that you agree to these terms and conditions.
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