
CLIENT PORTAL INSTRUCTIONS 
 

How to Sign Up or Login: 
 

1. Click on the “My Account” button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 



2. On this screen, you will be prompted to enter your 
email or phone number. It is better for you to use your 
email we have on file, as if the phone number we have 
on file is a landline, you cannot get the access code. You 
should enter your email and click “Get login code”. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. The first prompt will attempt to send a code to your 
phone number on file, but you can click on the “Get it 
by email” option to receive the code via email if your 
phone number is a landline. Once you enter the code 
you received, then click on the blue “Login” button.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 



4. You will receive the following email with a code to 
enter on the website.  
 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 



5. Once you enter the code you received via email, your 
portal will open displaying your cases. Cases from 2021-
present will be displayed. You can select the case you 
wish to view, and then click on continue.  
 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 



6. Your portal will be displayed, which will show you if 
there are any payments due, the option to make a 
payment, call us, send us a file, send us a message, and 
view any shared documents.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to Access Documents: 
 

1. If you click on documents on the left side of the 
screen as shown here, it will display the following page. 
They can then click on the document they wish to 
access.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Once you click on the document you wish to view, it 
will display a preview, and have the option to download 
it.  
 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 



How to Pay an Invoice: 
 

1. Click on either the invoice box which contains the 
photo, in the “Total due” box, or on “Payments” which 
is on the left side. 

 
 

 

 

  

 

 

 

 



2. All of your unpaid invoices will show up on this page. 
You can then pay it by clicking on the invoice number, or 
by clicking the checkout button.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3A. If you click on the invoice number, you will then be 
brought the first screen shown below. From there, you 
can click on the green “Pay” button. Then click on either 
“Pay Full Amount”, or “Pay Custom Amount”, and then 
click “Proceed to payment”.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 



3B. If you click on the “Checkout” button, it will bring 
you to this page. You will then click on either “Pay Full 
Amount” or “Pay Custom Amount”, and then click 
“Proceed to payment”.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. You will then be directed to a page to enter your 
payment information. Once you have entered your 
information, click on the “Pay Now” button. A 2.9% 
processing fee will be applied once our promotional 
balance threshold has been met. A limited number of 
first time payments will have no surcharge. You will 
receive an email confirmation of your payment shortly 
thereafter.  

 

 

 

  



To View an Invoice: 
 

1. Click on your invoice (as instructed above).  
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Click on the “PDF” button. A PDF of your invoice will 
be opened and available for you to print or download.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to Message Us: 
 

1. While you can still email us per usual, if you prefer to 
message us on your client portal, click on the message 
bubble. Then, click in the “Type your message” box, 
type your message, and then press the send button to 
send the message to us.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to Send us a File: 
 

1. On your client portal, click on the “Send us a file” 
button. Then select your file(s), add a title and message, 
and click the blue “Send” button.  
 

 

 

 

 

 

 

 

 

 

 

 


