SafeSend Client Portal

HHB is introducing a new client portal through SafeSend that will allow registered users to access

all of their tax-related documents in one place. https://hhbfirm.ssportal.com/

Key Features:

Task List: See all the tasks sent from HHB, such as documents to be signed.
Document Repository: Access and download all files exchanged between you and HHB,
including both received and uploaded documents. If the documents are sent via SafeSend,
they will be added to your portal automatically - examples are below.

o Ifyou signyour return electronically through SafeSend Returns

o Ifyou use an HHB secure upload link from our email signatures

o Ifyou upload within your SafeSend Portal

o Ifyoureceive a SafeSend Signatures request
Merge multiple email IDs: Add multiple email addresses to your main Client Portal
account.
Access Anytime & Forward Documents: Access and forward any available document
without contacting HHB first. For example, you can easily forward a tax document to your
financial advisor.
Unified K-1 Distribution Page: View and distribute K-s (if applicable).
Tax Payment Page: View and pay both estimated and current year tax payment vouchers
for all returns and extensions in a centralized location.
Recent Activity Window: View your most recently accessed files or tasks.
Security: Each time you log in, you will be emailed a one-time passcode. This is an added
layer of security to keep your information safe.

Note: This portalis not yet available on mobile devices or tablets. It is currently only compatible

with a computer or laptop.
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Type in https://hhbfirm.ssportal.com/ to your laptop’s browser.
On the HHB website, there is a SafeSend Client Portal link that will
take you to the log in page.

When you request electronic signatures for a tax return, you will

Your 2023 Tax Return

receive an email from noreply@safesendreturns.com. This email
will have the option to click “Let’s Get Started” to simply sign the
return. Or click “Access Client Portal”. This same email link can be —
used anytime to access the portal or return.

® Click



https://hhbfirm.ssportal.com/
https://hhbfirm.ssportal.com/
mailto:noreply@safesendreturns.com

New Users - Create Your Account:
1. When you access the portal for the first time, you will need to create an account. Click “sign

up”. 2>

€ C % hhbfirmssportalcom

HHB

Log in to your account

Please enter your details.

Forget username?

Don't have an ccount? Sign Up

2. Registeryour account
e Name: Type your first and last name
e Type your most frequently used email address (You can add additional email addresses
within the portal later)
e Clickverify your email.
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— Boles

Register your account

Let's get started!

Name

‘ First Last

Email ID

‘ myemail@email.com ‘

Verify your email

3. Within a few minutes, you will receive an email from noreply@safesendreturns.com that
looks like the one pictured below.

27135749

i
Himmatwright, Huguley, & Boles, LLC
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4. Type the 8-digit code from the emailinto the boxes on the website. Click confirm.
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Verify your email

A One-Time Access Code has been sent to

your email address; it expires in 20 minutes.
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f you haven't received the code yet, plaase check your spamyjunk folder.
Resend Code

5. The next screen will ask you to create a 6-digit pin, numbers only. Important- This will be
the pin you use every time you log in to the website, so write it down or memorize it. You
can click the eye icon at right to show the numbers you typed to ensure they match. Click

create account. --'_—IE Himmelwright
H Huguley

——y—— Boles

Create your PIN

Final step! Now that your email is verified,
create a 6-digit PIN

Create PIN

‘ 000000 @ ‘

Confirm PIN

cosnns @ ‘

Create Account

6. Ifyour pinis successfully created, you’ll see a small green notification pop up and the
screen will redirect to the log in screen.

Logging In After Creating Your PIN:
1. Access the portal anytime by typing https://hhbfirm.ssportal.com/ in your browser, clicking

the link from a SafeSend Returns email, or using the link from the HHB website. Remember
that the portal is only available on desktop currently.
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Log in to your account

Welcome back! Please enter your details.

Email ID

Forgot username?

Don't have an account? Sign Up



https://hhbfirm.ssportal.com/

2. Onthe next screen, enter in the exact same 6-digit numeric pin that you created. Click
continue. Note—if you enter the wrong pin 3 times, the system will lock you out. You will
need to contact the Auburn or Opelika office to get your pin reset.
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Enter your PIN

Oops! It seems we don't recognize this device.
Please enter your PIN to continue.

PIN

‘ 000000 ) ‘

Forgot PIN?

3. Eachtimeyou login, you will receive an access code email for security.
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sntent s safe.

Himmelwright . . .
HEB Hoguiey Verify your identity
A One-Time Access Code has been sent to

your email address; it expires in 20 minutes.

::l:r(JHB-TimaAnGBsscuda @ @ @ @

If you haven't received the code yet, please check your spam/junk folder.
44009914 Resend Code

Tha G0 i ey bl ot et 20 minuts.

Thanks, Confirm
Himmalwrignt, Hugloy, & Bales, LLG

Features on the Home Page
e Here is a picture of the main landing page. You can see pending tasks, completed tasks, and

so much more on this page.

Home

Hello, Autumn Richardson!

#] Do

3 Tax Paymen
Overview

Pending Completed
Tosks Tasks

Waiting for Action

e You can send files to HHB anytime!

Hello, Jane Doe!
Overview Recent Activity

Name Opened

Pending Completed
Tasks. Tasks E GEMONEY FINA . Thu ot 10:41 AM

Waiting for Action

Contact Information

SIGN DOCUMENTS @)

Signature Request 10/16/2024 Get Started fome
Marty Byrde




e If you have pending tasks (like signing a tax return), they will be shown on the home page.
You can click Get Started to complete that task.

Hello, Jane Doe!

Overview o Recent Activity
Name Opened
Pending
Tosks

2 Completed
Tosks ¥ Document Reoest Tha ot 1152 AM
Waiting for Action

B Slonatwre Reques . Thuat

B GEMONEVENA  Tha ot 1041 AM

REVIEW & SIGN TAX RETURNS € Send Files

EDNA BEACHELL 2023 Tax Return 22 e Send Fles to CPA

Contact Information

GE MONEY FINANCIAL INSTITUTION 2023 Tox Return

e Onthe Documents tab, you can view documents that have been uploaded by you or HHB.
You can also Send Files to HHB anytime. If you click on any documents, you will have
access to download it.

Documents
(3 Home
Documents 1 Your Folders
Access your tax documents and files

3 Tox Payments

& Distribute K-1s Search 33 Filter SortBy v

© Security Settings Name Contains Date Status Actions
> B ToxYear - 2022 2 documents
> B Tox Year - 2023 2 documents
> B Tox Year - 2024 3 documents

e Onthe Tax Payments tab, you can view all of the current tax payments. You can both view
and pay these within the portal. Note—payments made online are not tracked by SafeSend.

Tax Payments

Pay your Taxes

@ 2

= i pay your actusl ond estimated < for your
= Tax Return e Due Dates Actions
GE MONEY FINANCIAL INSTITUTION 2022 Tax Return Mar 14, 2023 @ View  @Pay
JACK ANDERSON 2022 Tax Return Dec 31,2023 @ View  @Pay
GE MONEY FINANCIAL INSTITUTION 2023 Tax Return Oct 15, 2024 @ View | @Pay
EDNA BEACHELL 2023 Tex Return Oct 15, 2024 @ View | @Pay

[ 1] Goto of 1 pages

Tax Payment View X

Refunds
Federal

$20,500
$1.319
521,819

owa

Total

Payments Due
$1,587
$1,887

llinois

. Tax Payments
G

@ Documents Pay your Taxes
o rox Pements View and pay your actual and estimoted tax payments for your retur
Tax Return Due Dates Actions.
GE MONEY FINANCIAL INSTITUTION 2022 Tax Return Mor 14. 2023
JACK ANDERSON 2022 Tax Return Dec 31, 2023 @ View &Pay
GE MONEY FINANCIAL INSTITUTION 2023 Tax Return Oct 15, 2024 @ View =Pay
EDNA BEACHELL 2023 Tax Return Oct 15, 2024 @ View | &@Pay

[ 1 ] Goto of 1 pages



e |fyour email address is connected to a business, you can click Distribute K1s to deliver
them to your shareholders.

Distribute K-1s N
Home
5 Documents Distribute K-1s Electronically or By Mail
hich company to distribute K-1 nent:
= Tax Payments
Distribute K-1s. 1 Name Status Action
& Security Settings GE MONEY FINANCIAL INSTITUTION 2023 Tax Return e Sent e Distribute
GE MONEY FINANCIAL INSTITUTION 2022 Tax Return Sent Distribute

e Onthe Security Settings tab, you can merge email users, update your PIN, or update your
email.

Merge Emails

e |fyou have both a work and personal email, SafeSend will not know the emails are the same
person until they are connected. It is suggested that any email address you use is added to
your portal to ensure that any correspondence between you and HHB are combined in one
place.

e |fyou plan to have multiple emails connected to one account, only ONE email needs to
create the initial main account. They should not create their own account, as SafeSend only
allows each email to be connected to one account.

e Anyemails that are added as merged email IDs will be sent an email to confirm the
connection but will NOT have their own login.

o Important Note—the added user must still log in using the main account holder’s
email address and PIN. The secondary user will not have their own log in.

o The purpose of having the second email address added is so that documents sent to
either email are merged. The second “user” is assumed to be the same person, even
if itis a spouse, coworker, etc.

o This means anyone with your log in information can access all your documents. Use
this feature at your discretion.

e Anytime your accountis used to log in, the main account holder will receive an email with
an access code. This is a security feature to ensure your account’s protection.

How to Merge Emails:
1. Note—to connect the account, an email will be sent to the added user. Be sure they can
access that email so they can give you the code they receive.
2. Do NOT create a second account using the additional email address. A secondary email
must be added to your account using the steps below.
3. Onthe Security Settings tab, under Merge Emails, type in the email you would like to have
connected to the account. Then click add.

Security Settings Merge Emails

Home
v Ema Access all documents from a single Client Portal

erge cmails

Hocunents 9 To view documents sent to other email IDs, please add them below
Access all documents from a single Client Portal

Tax Payments To view documents sent to other email [Ds, please add them below

; Security Settings Email ID Action

Email ID Action

arichardson@hhbfirm.com arichardson@hhbfirm.com

‘ - | additionalemail@gmail.com | * Add
® Add .

‘ Add another email ID
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4. Anemailwill be sent to the email address you entered. The person HE
associated with that email address will need to open the email and o oo
tell you the code. The email they receive will look similar to this -->

Pisass use this access co

01468121

5. Typeinthe code they received in the verify email box then click
verify code. You should get a green popup in the top right corner to
confirm that the email was successfully connected.

harks
Himmelwright, Huguley, 8 Boles, LLC

de for authentication:

Verify Email X Verify Email
Please enter the verification code sent to e D Please enter the verification code sent to—
| Access Code ‘ 01468121 ‘ Verify Code

Didn't receive the code? Resend Didn't receive the code? Resend

If you have any questions related to SafeSend or the Client Portal, feel free to reach out to the
Auburn or Opelika office anytime!



