G&G Partnership Client Portal Usage Instructions

Signing Into the Portal

1. Click on the Client Access Portal Button in the top right hand corner on the G&G

Partnership website
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2. A User Name and Password window will appear asking for credentials. Depending
your version of Windows it will look like either of the pictures below
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3. If running Windows XP skip to step 4, on Windows Vista/Windows 7 Click on use
another account and the User Name and Password eundill change to the following
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4. Using John Smith as an example enter your username ayggtamith and enter your
password. Press OK to login to the portal
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Downloading Filesrom the Portal

1. Afterlogging into the portal you will be presented with the following screen
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2. Select the folder you would like to download a file from (in this case we will choose
Client Dropbox)he procedure is the same for downloading files from Corporation,
Personal TaReturns and Trust Tax Returns
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3. Once inside the folder select the file that needs todmevnloaded (we will use test.pdf
as an example)
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4. Click on the Name of the file to begin the download and your browser will prompt you
to either save or open the file.
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Uploading Filego the Portal

1. After logging into the portal you will be presented with the following screen
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2. Select Client Dropbox to browse into the folder designated for uploading files to the

portal.
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3. Click on Add Document (if you get a pop up asking to run an ActiveX Contol-GnAdd

click on Allow and click on Add Document Again)
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4. In the Upload Document pop up click on Browse and select the file which you would like
to upload to the portal
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5. After Slecting the file that you want to upload press Open or OK to confirm your
selection in the choose file window (in this example the file selected is called test)



