
How to Download and Return documents through the Client Portal 

using a laptop or desktop 

 

1) When sent documents through the client portal you will receive 

an email. If this is your first time using the portal it will look like 

this: 

 

 
 

Click on the link and it will take you to the Account Activation 

page 

 

 

 

 

Simply enter your email address and create a password and hit 

‘Next’ 

 

 

 

 
 

 

 



 

If you have used the portal before, your email will look like this: 

 

 

 
 

Click on ‘View the pack of documents’ 

 

 

 

 

 

 

2) This will then take you to the log in page. Enter your email 

address and Password and click on the Sign in button 

 

 

 

 

 

 

 

 

 

 

 



 

3) You will then see this page: 

 

 

  
Click on Read, Reply & Sign 

 

 

 

 

4) You will then see this page: 

 

 

 

 

Click on the document name 



 

5) This opens the document, please read it and sign it by clicking on 

the ‘Sign’ button 

 

 
 

 

 

6) You may be asked to do a security check. This message will 

appear. Click on ‘OK, got it!’ 

 

 

 

 



7) You will now have been sent another email. Click the link 

 

 
 

 

 

 

 

 

 

8) This page will now appear, select which option is applicable 

(normally private) 

 

 
 

 

 

 

 



9) You will then see this page. There is no need to type a message, 

just click on ‘Sign’ 

 

 
 

 

 

10) This page will then appear giving you the option to download 

the document. We suggest you select ‘Download a copy’ 

 

 
 

 

 

 

 



11) This message then appears, select Save then Save as. Save the 

document to wherever you wish on your computer, desktop etc 

 

 
 

Then close by selecting the ‘x’ 

 

 

Select ‘Close’ 

 

 

 
 

 

 

 

 

 

 

 

 



12) Click on Pre Review Form. Select ‘Click here’ 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



13) Select ‘Open’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14) The document will now open. Complete the form then click File, 

Save As, Name and Save document wherever you wish on your 

computer. 

 

 
 

 

 

 

 



15) Click on the red ‘x’ to close this window 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16) You may have to input your portal password again 

Once back in the Portal you will see a ‘Compose’ button 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



17) This window now appears. You can type a message in the 

message box if you wish then click on the document box 

 

 
 

18) This will take you to where all your documents are saved and 

allows you to browse to find your saved completed form. Select 

the Pre Review Form. (You can add multiple documents, just 

repeat step 17) 

Select Open 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



19) Hit ‘Send’ 

 

 

 

 
 

 

20) A confirmation message will then appear. Select ‘Close’ and exit 

the portal. 

 

 


