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STEP 1 - SIGNING IN

When you are invited to a portal, you receive an email (check your junk
folder!) containing the following information:

Audited entities should use
auditGPsupport@bdo.co.uk

for queries instead

You can open the invitation link in any of the supported browsers
below. If, when you open the link, it shows you an email address that
isn’t the one that was invited to the portal, we recommend opening
the link in Guest mode or In Private/ Incognito mode in your browser -
click your browser below for guidance on this.

Sign in using the email address that was used to receive the portal
invitation email:

If it is a Microsoft work or school account, the password will be
the same one you use to access other services on your network
(such as logging into Windows, accessing emails etc.)

If using a non-Microsoft account (e.g. Gmail), you will need to
link your personal email with a one-time passcode.

You will also be asked to review terms & conditions, and for permission
for BDO to access information - click Accept.
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STEP 2 — MULTI-FACTOR AUTHENTICATION

Global Portal uses Multi-Factor Authentication (MFA) to ensure the security If you would rather use a text message as your MFA method, select | want to
of all data within it, and you are required to use it whenever you access set up a different method.
your portal.

On the next screen, enter your phone number, choose to receive a text
message, and then follow the prompts on screen to authenticate your phone
number.

If you choose to use the Authenticator App,
please be sure to install the official
Microsoft app. Please do not delete the app
once installed as you will use this each time
you access the portal.

Then, follow the prompts on the screen to
setup the Microsoft Authenticator App as

your chosen MFA method If your phone number changes, please contact either the Global Portal

Support team (see footer) or your BDO Adviser to reset it.
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STEP 3 - WELCOME WIZARD

When accessing Global Portal for the first time, you will see the
Welcome Wizard to set your personal settings, including notification
preferences, which apply to all the portals you have access to. This can
be amended later in your personal settings by clicking on your
picture/initials in the top right corner of the portal home page and
selecting Personal settings.

You can adjust your notification and email preferences to ensure you
receive the right level of updates and emails from any important
updates.

We recommend that you toggle all notifications to on and
toggle email settings to follow with instant email for task
status changes in order to be kept fully informed of the
progress of document uploads and tasks.
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STEP 4 - UPLOADING DOCUMENTS PT.1
You can access the document library for your portal by clicking on In this example, the Year ended 5 April 2023 section holds relevant
the Documents tab at the top of the screen. folders for the 2023 tax return period - click the = icon to expand the list.
) ) ) ) You will find your Tax Return Questionnaire in the Tax Return
If the list of folders in the left pane is not expanded, click the > Questionnaire subfolder, and you can upload your tax return information
icon next to the portal name on the left to see all available folders. into the My tax return information subfolder.
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STEP 4 - UPLOADING DOCUMENTS PT.2

To upload files or folders to your tax return information area, select B My
tax return information from the left side menu.

Simply click on the Add button at the right-hand side of the toolbar in the
documents section and select Upload files - or simply drag and drop your
files into the documents area.

Once your files have been uploaded, your BDO Adviser will be notified
that you have provided your information and it’s available to review

immediately.
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STEP 5 - RESPONDING TO TASKS

You can access all the tasks relating to a project from the 'Exchange Next Once in a task, documents can be uploaded by drag and drop or by clicking
Gen' tab at the top of the screen. on the upload button. Comments can also be added if required. Then click
complete to submit, and your BDO Adviser will be notified.

Tasks can be managed and viewed from the overview screen, as a list or
as a calendar view and filters can be applied to help you find relevant
tasks. Click on the task to respond to it.

BDO GLOBAL PORTAL | CONTACT SUPPORT ON 0208 057 1200 OR BY EMAILING AuditGPsupport@bdo.co.uk or ClientGPsupport@BDO.co.uk




6 BDO GLOBAL PORTAL | GETTING STARTED

BDO GLOBAL PORTAL
GETTING STARTED

HELP & RESOURCES

If you encounter any issues when using Global Portal, you can contact
support via:

e \
\\ Call for Support on E Global Portal
\j 0208 057 1200 Support Email

The Global Portal Support team are available Monday-Friday 9am-5pm,
with email support queries being answered within 4 working hours.

If you have any questions regarding where to find documents in Global
Portal, or where to upload your documents, please contact your BDO
Adviser.
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