ONEHUB INSTRUCTIONS (Desktop/Laptop) HX’& [][]IJNHNB

PLEASE SCAN AND SAVE YOUR DOCUMENTS FIRST. lItis best to create a folder on your device and save all
of the files in one folder. This will make it easier when uploading. Once the documents are scanned and uploaded,

proceed with the steps listed below to upload all documents securely to ONEHUB.

Watch Video Demonstration: https://support.onehub.com/hc/en-us/articles/360039791951-How-to-Upload-and-
Manage-Files

1. You will receive an email invitation to join ONEHUB. Please click the button “SIGN
UP up & ACCESS THIS ITEM”

2. One you click the button you will arrive at this prompt:
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Enter the requested information and click “ACCEPT INVITATION”

3. Once the invitation is accepted, you will arrive at a window similar to the one below.
Your workspace maybe empty, BUT you will see your name in the top left corner and
the menu items listed across the top right corner.
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4. Now it’s time to upload your documents. Click “UPLOAD” you will then see Files

and Folders l
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2020 Tax Period

0 Bytes updated by Victoria Watson on March 16th, 2021
Heavenly Help LLC docs (3)

677.26 KB updated by Victoria Watson a day ago
Identity Documents (1)

569.92 KB updated by Victoria Watson a day ago

Tax Period 2018 (1)
46.74 KB updated by Victoria Watson on March 16th, 2021

Tax Period 2019 (3)
1.35 MB updated by Victoria Watson a day ago

-
i test

0 Bytes updated by Verlanda White a few seconds ago

5. Then click FILE — Once clicked, a window will open on your device with your files and
folders, select the files you desire to upload and click open. You may need to repeat this
step several times if uploading files one by one. However, if you have saved all of your
files in one folder, user the FOLDER option instead of FILE.

Q) onehub

UPLOAD  CREATE  DOWNLOAD  MOVE/COPY  DELETE o

Vi r Wit
El | ApEsEE e v | Q Filter files and folde - B rues |
& roloer

2020 Tax Period
0 Bytes updated by Vicloria Watson on March 16th, 2021

Heavenly Help LLC docs (3)
677.26 KB updated by Victoria Watson a day ago

Identity Documents (1)
569.92 KB updated by Victoria Walson a day ago

46.74 KB updated by Victoria Watson on March 16th, 2021

Tax Period 2019 (3)
1.35 MB updaled by Victoria Watson a day ago
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0 Bytes updated by Verianda White a few seconds ago
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