
Set up and start using your Onvio Client Center portal to complete tasks & send 
and receive documents.

INSTRUCTIONS FOR ACCESSING THE ONVIO CLIENT PORTAL



When you receive the email 
asking you to register your 
account, select the REGISTER 
NOW button.

PASO 1



The REGISTER NOW button 
in the email takes you to a web 
page where you can change 
your name and create a 
password.

PASO 2



Select the REGISTER ME 
button to finish registration.

PASO 3



You will then be able to log in 
to Onvio Client Center using 
the email address you 
registered and the password 
you just created.

PASO 4



Onvio Client Portal to send or receive documents.



Click the VIEW REQUEST 
button to log in to the Onvio 
Client Center.

PASO 1



You can upload a PDF file or 
choose the "Scan from device" 
button to take a photo of a
physical document.

*Please note that we can only 
accept documents in PDF 
format. We cannot accept 
JPEG or other image files.

PASO 2



Puede cargar un archivo PDF 
o elegir el botón "Escanear 
desde dispositivo" para tomar 
una foto de un
documento físico.

*Tenga en cuenta que solo podemos 
aceptar documentos en formato PDF. 
No podemos aceptar JPEG o
otros archivos de imagen.

PASO 3



Click UPLOAD to add your file 
to the portal.

PASO 4

Be sure to click the Next or Submit button. If 
you don't, we won't receive your
document.



Using your Onvio Portal on a mobile device
Notes:
• If you have access to multiple individual or business 
accounts, make sure you are on
the correct individual/company before doing anything else.
• If we've requested a document from you, select the task and 
follow the steps to upload
the document.
• If we didn't request anything but you have a document to 
give us, tap DOCUMENTS at
the bottom.

Onvio Client Center will send push notifications to your phone when you 
have a new task to complete.


