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Accessing and Using the SWC Client Center

At Stees, Walker & Company, we pride ourselves in providing quality, personalized tax planning and financial
strategy to individuals and businesses and simplifying the process as much as possible. One way we support
this close collaboration is through use of the SWC Client Center, where registered clients can log on via their

desktop computer, laptop computer, iPad/tablet, or mobile device like an iPhone to quickly and easily do the
following:

Securely access your tax and other financial documents 24/7/365 from anywhere
Take photos of important documents with your mobile device and upload them to your account

Drag and drop documents from your computer’s hard drive, Google Drive, and even Dropbox
directly into your account

Easily and securely share documents with third parties right from your account
Quickly review and complete tasks we assign, such as an e-signature to approve a tax filing

Communicate with our office using a simple and intuitive messaging tool that archives our
communication

This guide leads you through the process of registering, accessing, and navigating your Client Center account
— your one-stop central location to store, retrieve, and sign key documents and forms.

Register for the Client Center

Once we give you access to Client Center, you'll receive an email with the subject line “Register Your Client
Center Account,” as shown in Fig. O1.

M Summit Accounting - Register Vo X + - g x
<« C @ mailgoogle.com/mail/u/0/Finbox/WhetkIVjNdzXvcl fggkJLBPwQmmtzbDBswQzDgcHrvaD)jBsxNgRKptVdmxEwKvgMKHFBy A
= M Gmail Q. Searchmai - @ e
< o e =5 =2 0 [+ of < - [id
I— Compose
& A
J Inbox 1 & B
W Starred Dec2,2019,220 PM (1 dayago) Yr 4 H Q
@ Snoozed
> Sent
B Drafts oL
v More . .
Register Your Client Center Account
&Stephanie +

Dear Stephanie Benton,

Laura at Stees, Walker & Company invites you to register your Client Center
account. Registering enables you to share documents online with your accountant

[ REGISTER NOW

After you register your account, you may log in from the Client Center login page.

Thank you for using Client Center, powered by Thomson Reuters Onvio.

DOWNLOAD THE ONVIO MOBILE APP
Stay connected on the go.

No recent chats

Siatarine s ’ Download on the [clagige]]
@& Appstore | P Google Play

Fig. 01

Note: As shown in the figure above, you can also download the Onvio mobile app and use a mobile device to

access your account, take pictures of and upload documents, manage your files, and communicate with our
office.

Click the Register Now button. You'll be prompted to create a password for your account, as shown in Fig. 02.

continued on next page
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Register for the Client Center (cont)

Register Your Account

Account Information
First Name * Last Name *

| Gz Benton

Email (Thomsen Reuters ID)
stephaniebenton.tria+2@gmail.com

Create Password

New Password * Shaw typing Password Requirements

Fig.02 [

Confirm Password *

‘Your password must have at least 8 characiers and 4 of the following
« Atleast 1 number (0-9)
« At least 1 lowercase letier (a-z)
+ Atleast 1 uppercase letter (A-Z)
« Atleast 1 special character (punctuation): " ~ 1 @#S£%*&*()_-+={(}

[RES 5

REEIUIEdEN Your password should not use [
« waords from the dictionary
- your user ID
« sequential letters or numbers such as "abc” or "123"

Type a password at least eight (8) characters long in the New Password field following the guidelines in the
Password Requirements box.

Type the same password in the Confirm Password field.

Click the Register Me button. The Client Center displays a message indicating that you have successfully
registered your account, as shown in Fig. 03.

Success! You're Done.

Account Information
You've successfully registered your account.

Name:
Stephanie Benton

Email Address (Thomson Reuters ID)
slephaniebenton trta+2@gmail.com

Privacy policy

Our site uses coekies o improve your enline experience. They were placed on your computer when you accessed this website. You can change your cookie settings through your browser. Cookie policy

Want more security for your account?

Passwords are not as safe as you think they are. Download the Thomson Reuters' Authenticator app to your and add mutti-factor autr jon to increase the security of your account and require appreval of each sign-in attempt frem your smartphone.

If your firm requires multi-factor authentication, you'll et it up the first time you sign in. If multi-factor authentication is not required, you can enable it by updating your profile after you sign in

Fig. 03

Click the Done button.

Log into Your Client Center Portal

To log into your SWC Client Center account, you can either open a web browser such as Firefox, Chrome, or
Safari, and navigate to the SWC Client Center login page at https://www.steeswalker.com/client-center, or
download and install the Onvio Client Center mobile app from the Apple Store or Google Play Store and use it
to log in.

Please Note: You can download the Client Center mobile app to Apple devices that run iOS 11.0 or higher and
to Android devices that run Android OS 5.0 or higher. Also, Internet Explorer is not a compatible browser for
the SWC Client Center.

The Client Center login page appears, as shown in Fig. 04.

Stees, Walker & Co., LLP SWC_Client_Center_v01202021_B


https://www.steeswalker.com/home
https://apps.apple.com/us/app/onvio-client-center/id1050812390
https://play.google.com/store/apps/details?id=com.thomsonreuters.cs.onvio.clientcenter&hl=en_US&gl=US

THE DEFINITIVE GUIDE TO USING THE SWC CLIENT CENTER ﬂ

<Back to TOC < Previous Next>

Log into Your Client Center Portal contd)

THOMSON REUTERS

CLIENT CENTER

& Johnsmithbuildtrade@gmail.com

Fig. 04 & -...n-....i

Resel Password

SIGN IN

Client Center Sign In Help

Type the email address you used to register for the Client Center in the top field and type your password in
the field below it.

Click the Sign In button.

When you sign in for the first time, the Client Center prompts you to set up multi-factor authentication (MFA),
as shown in Fig. 05, to make your account more secure. With MFA, we verify your identity via text to your cell
phone or email to your email account whenever you sign on using a new device, as doing so protects your
SWC Client Center account from unauthorized access. We strongly recommend that you use MFA to keep
your confidential documents as secure as possible.

To learn more about multi-factor authentication (MFA), select the Learn more about multi-factor
authentication link. To set up MFA, click Set Up Now, or to skip past this step, select Remind Me Later.

THOMSON REUTERS

ONVIO

Fig. 05

Learn more about multi-factor authentication

REMIND ME LATER “ SET UP NOW
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Welcome to your Client Center Portal

After setting up multi-factor authentication (or choosing to be reminded later), you'll be welcomed to SWC
Client Center, as shown in Fig. 06.

Welcome to Client Center! X

Your Client Center account allows you to securely share information and documents with Summit Accounting.
Here's how it works:

Tasks appear as items in the To-Do list on the left of the screen.

Summit Accounting will assign you tasks to complete, such as answering questions, uploading documents,
Fig.06 and signing forms

Want to finish a task later?

You can move on to other tasks, and return to incomplete tasks later. Your data is saved automatically.

Don't think a task applies?
Click Does not apply to remove a taskd"pm the To-Do list

Read the overview of how the SWC Client Center works, then click Close & Get Started.
Your Client Center home page appears, as shown in Fig. O7.

/HOME DOCUMENTS ©  JOHNSMITH +

CLIENT

Building Trades Ltd

eSignature Request for John Smith
To-00 €D DUE 03/09/2019

eSignature Request L]

Documents to sign:

« Corporation Tax Return - Building Trades Ltd - 2019-08-20 16-06
+ Invoice 0024 - Building Trades Ltd 2019-08-20 16-06
« Year End Accounts 17 18 - Building Trades Ltd 2019-08-20 16-06

| have read the Electronic Record & Signature Consent Disclosure, | agree to its 1erms, and | would like 1o continue to the eSignature process

COMPLETED

None Yet DECLINE TO ESIGN

Fig. 07
Get Started
At the top of your Client Center account are two menu tabs:

The Home tab, shown in Fig. 07, is where you will find tasks that require completion, such as
electronically signing a document or completing a request from our office.

The Documents tab, shown in Fig. 08, is where you will be able to view and download documents
sent to you and add files that you would like to share with our office.

continued on next page
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HOME /‘DO@MENTS (%] JOHN SMITH
CLIENT
Building Trades Ltd  ~ All Documents
DOCUMENTS = ©Aadd L Download i Delete  Eisend Q Sea I
All Documents GREE S
Name Associated Task Added By Modified |,
My Uploads
#  Engagement Letter - Building Trad. Someone Else 20/08/2019, 16:12
S SRS #  Year End Accounts 16 17 - Buildin. Someone Else 20/08/2019, 16:12
Fig. 08
Edit Your Profile

You can edit your name, email address, or password at any time, as well as enable or disable multi-factor
authentication (MFA) by choosing to edit your profile.

To edit your profile, click your name, located in the upper-right corner of your Client Center Portal, and click
Edit Profile, as shown in Fig. 09.

(7] JOHN SMITH @

P

John Smith

Fig.09 Johnsmithbuildtrade@gmail com

Edit Profile ‘\

The edit profile window appears, as shown in Fig. 10. The tabs on the left (under Profile) enable you to switch
to the Account Information, Password, or Multi-Factor Authentication page to make changes.

Email Address (Thomson Reuters ID) *

Profile D} X
Johnsmithbuildtrade @gmail.com Ll e
I Account Information
Prefix First Name * Middle Name Last Name *
Password
- John Smith
Multi-factor Authentication
Suffix
v
Language *
English (United Kingdom) -
* Required Field
Fig. 10

continued on next page
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Enter the desired changes and click Save.

Please Note: For security purposes, SWC Client Center passwords must be updated every 90 days, but you
can edit your profile at any time to change your password.

If you change any account information, such as your last name, notify our office directly, so we can change
the information in our system.
Get Help

Help is always just one click away. Simply click the question mark in the top right-hand corner of your Client
Center to display the Help menu, as shown in Fig. 11. You can search for specific topics in the Search box or
click the link for one of the suggested articles under Additional Assistance.

E— % JOHN SMITH «

| (500 a

Additional assistance

Help & How-To Center

Privacy Policy

Note: For more information help with common SWC Client Center help issues, please see the last section of
this guide.
Choose a Client Account

In the top left-corner of your SWC Client Center account, your name appears. If you have authorized access
to view or add information on behalf of other client associations, click the arrow next to your name and a list
of these clients will appear, as shown in Fig. 12, in alphabetical order. Click the desired client name.

Building Trades Ltd @

o Smith, John

Navigate Your To-Do List and Completed Items

Below the selected client name is the To-Do List for the selected client (see Fig. 13). If our office has
assigned to you any tasks, such as reviewing and e-signing documents or responding to requests, they will
appear here.

Note: Whenever a task is assigned to you, you will be notified via email.

When you click a task in the To-Do list, a detailed description of the task appears on the right, along with
options for completing the task.

Below the To-Do list is the Completed section. After you have completed a task, it will appear here.

continued on next page

Fig. 12
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CLIENT

Building Trades Ltd ~

eSignature Request for John Smith
To-00 €D DUE 03/09/2019

eSignature Requea@ °
Documents to sign:

« Corporation Tax Return - Building Trades Ltd - 2019-08-20 16-06
« Invoice 0024 - Building Trades Ltd 2019-08-20 16-06
« Year End Accounts 17 18 - Building Trades Ltd 2019-08-20 16-06

| | have read the Electronic Record & Signature Consent Disclosure, | agree to its terms, and | would like to continue to the eSignature process.

REVIEW DOCUMENTS >

Fig. 13

COMPLETED

None Yet

DECLINE TO ESIGN

Navigate the Documents Page

Click the Documents tab to view and download documents shared with you and to upload documents you
want to share with your our office. Shared documents appear in the right pane, as shown below.

HOME /‘ DOC@MENTS (7] JOHN SMITH «

CLIENT

Building Trades Ltd  ~ All Documents

DOCUMENTS = OAdd & Download il Delete B send ¢ I
All Documents Ll
Name Associated Task Added By
My Uploads

Modified .|,
#  Engagement Letter - Building Trad Someone Else 20/08/2019, 16:12
Sharediiie | # Year End Accounts 16 17 - Buildin... Someone Else 20/08/2019, 16:12

Fig. 14

As on the Home page, you can use the drop-down arrow next to the client name, as shown in Fig. 15, to switch
between your documents and documents for other clients with whom you are associated.

o Building Trades Ltd @
o Smith, John

Fig. 15

Click the change view button, as shown below, to toggle the view between the firm folder view, which has
been set up by our office, and simple list view.

continued on next page
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Navigate the - -
DOCUMENTS Simple List View
Documents Page (cont'd) H

— [ Shared Documents T

Fig. 16 & Payslips
[Z] Correspondence

[0 Personal Tax

The simple list view displays documents you uploaded, along with any documents shared with you.
Click My Uploads to view document files you uploaded to your Client Center account.

DOCUMENTS —

All Documents
Fig. 17

My Uploads @

Shared With Me

To view document files that our office has shared with you, as well as documents that you have previously
e-signed, click Shared With Me. Each document shared with you will list the document name, whether any
tasks are associated with this document, the name of the person who added the file, and when the document
was last modified.

CLIENT

Smith, John ~ Shared With Me
DOCUMENTS =
All Documents LIS
O Name Associated Task Added By Modified |,
My Uploads
/ | #  John Smith Payslip for June 2019 pdi Someone Else 20/08/2019, 16:14
Qharad Withdla
Fig. 18

To restrict how many documents are displayed, click All Time, just above and to the left of the list of
documents, and reduce or increase your time scale, as shown in Fig. 19. To change the order in which
documents are displayed, click the column heading — for example, to list documents by date, click Modified.
Click it again to reverse the order.

Shared With Me

©Aaad + Download il Delete £ send

All Time @ ——

Last 2 Weeks Associated Task Added By Modified |,

Last Month

| aet & Manthe Pavelin for _luna 2010 ndf Somanna Flea 20/N]I2N10 1814

Fig. 19
Use the Search box in the top right of the screen to search for the title of a document.
continued on next page
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View a Document
To view a document, select the document title as shown in Fig. 20.

©ada L Download fil Delete  E3Send

All Time =

Name Associated Task Added By Modified |,

# John Smith Payslip r{;ﬁ June 2019 pdf Someone Else 20/08/2019, 16:14

- i e b B i L e O mmnmmmm ARIABIAAAA 4849

Fig. 20

The document and its content appear, as shown in Fig. 21. In this view, you can print the document, download
it, rotate it, and close it. These options appear to the upper right of the document.

John Smith Payslip for June 2019.pdf

MR John Semith

Liverton Business PARK
Exmouth

Devon

EX5 188

Post to home address

PRIVATE & CONFID ENTIAL

Payslip for June 2019 for John Smith

[E1500
[e2800

| e300

~ page1/1 v | & 100% &

Fig. 21
At the bottom of the screen, click the page up or page down icons to change pages. You can also zoom in or
out. Use the arrows at the far left and right of the screen to move to the previous or next document in the list.
Download or Send Documents

You also have options to download documents as well as send documents to external third-party contacts
such an attorney or family member by clicking the check box next to the document and clicking Download or
Send, as shown in Fig. 22.

All Time - .
=] NaL Associated Task Added By Modified |,
#  John Smith Payslip for June 2019 pdf Someone Else 20/08/2019, 16:14
Fig.22 continued on next page
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Download or Send Documents (contq)

If you choose to send one or more documents, the Send Documents box appears, as shown in Fig. 23,
prompting you to enter the email address to which you want the document(s) sent. You can also customize
the content and the expiration date of the link(s) to the document(s), as well as send a copy of the email
message to yourself.

Send Documents X

To®

Email address(es) [ Email me a copy

Subject "

Message

F,g 23 Optional - add a message

File links expire *

| After 2 weeks - |

Documents shared
« John Smith Payslip for %II‘IB 2019.pdf

- ey

Upload Documents

To upload documents to share with our office, choose either the + Add Document button on the bottom left,
or the + Add button within your central display.

CLIENT

Shared With Me

Smith, John
DOCUMENTS =
All Documents AL
[si] Name Associated Task Added By Modified |,
My Uploads
L] #  John Smith Payslip for June 2019 pdf Someone Else 20/08/2019, 16:14
I edvn RS ] .~ Engagement Letter - John Smith pdi Someone Else 2010812019, 16:13
° ADD DOCUMENT
Fig. 24

The Add Document box appears, as shown in Fig. 25, providing several ways to upload document files:
Drag a file from your computer into the box.

Click the Browse for File button and use the resulting dialog box to select the document
files you want to upload.

Click the button for Google Drive, Dropbox, or Box, and use the resulting dialog box
to choose document files you have stored on the selected platform.

After adding the document files to the Add Document box, click the Upload button to upload the selected

files to your Client Center account. ,
continued on next page
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Upload Documents (contd)

Add Document

Drag a File Here or

Flg 25 - Or Add Files From -
L Google Drive 3 Dropbox box

CANCEL

Sign Electronic Documents

When our office sends documents to your Client Center account to have you sign electronically, you will
receive an email notification containing the title of the document that requires your attention.

To sign the document, click its link in the email message to open it or log into your Client Center account at
https://www.steeswalker.com/client-center or by using the Client Center app on your smartphone or tablet,
then click eSignature Request (in your To-Do list), as shown in Fig. 26.

HOME DOCUMENTS (7] JOHN SMITH -

o Smith, John i . .
eSignature Request for John Smith
to-o0 €D DUE 03/09/2019

eSignature Request
Documents to sign:

« Cover Letter for John Smiths Personal Tax Return 2019-08-20 16-05
+_John Smith Personal Tax Return 18-19 2019-08-20 16-05

I have read the Electronic Record & Signature Consent Disclosure, | agree to its terms, and | would like to continue to the eSignature process

COMPLETED

DECLINE TO ESIGN
None Yet

Fig. 26

The panel on the right displays the titles of the documents that require your attention as well as the due dates
of the request.

Note: You may have more than one “client” associated with your Client Center account. For example, yourself
and a company for which you are a director. If that is the case, you can open the Client drop-down list (above
the To-Do list), and choose the desired client to view its To-Do list items.

Below the list of documents to sign, click the Electronic Record & Signature Consent Disclosure link read
the disclosure, then return to the list of documents you need to sign and click the check box to indicate that
you read the disclosure.

Click Review Documents or click Decline to eSign and leave a comment for us to explain why you are
choosing not to sign. Assuming you click Review Documents, the Confirm Signature box appears, as shown in

Fig. 27.
continued on next page

Stees, Walker & Co., LLP SWC_Client_Center_v01202021_B


http://www.steeswalker.com/client-center

THE DEFINITIVE GUIDE TO USING THE SWC CLIENT CENTER m

<Back to TOC < Previous Next>

Sign Electronic Documents (conta)

Confirm Signature

Full Name

John Smith

Signature Style

Fig. 27

-
Fohn Jmidh

You can edit your name in the Full Name text box and then enter preferences for your signature. You can
select a preset style, opt to draw your own signature, or upload a digital image of your signature. To review the
document before confirming your signature, select Next.

The documents requiring your attention appear on the left beneath To Sign, as shown in Fig. 28.

A red exclamation icon appears next to each document that requires your signature. A preview of the selected
document appears on the right.

Review the document by clicking the up and down arrows below the preview. If you need to zoom in or out,
click the zoom plus or minus accordingly.

@ Attention Needed

To Sign ;
There are 1 items that

need your attention on
@ Cover Letter for John Smiths ... this document.

@ John Smith Persenal Tax Ret...

A Page1r2 v | @ 30% @

REVIEW ACTION-REQUIRED ITEMS ) DECLINE TO ESIGN ‘

Fig. 28

The first page of the document will display what your preferred e-signature will look like, with a date and time
stamp. Click Start for the selected document, then click Confirm, as shown below, to sign the document,
indicating your acceptance of it. Repeat these steps for each document listed.

continued on next page
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Sign Electronic Documents (cont'd)

0 101 X |

Confirm your signature.

Fig. 29

==

If you do not wish to eSign documents that you have been sent, click Decline to Esign, enter a comment as
shown in Fig. 30, and click the Decline to eSign button. Our office will then be notified by email that you have
declined the request.

Decline eSignature X

Reason for Declining eSignature *

Fig. 30

* Required field

DECLINE TO ESIGN CANCEL

Once all the documents have been reviewed and you are happy to send the documents back to our office,
click the Sign & Submit button in the bottom left corner, as shown in Fig. 31.

Client Name: Mr John Smith
To Sign

Document: John Smith Personal Tax Retun 18-19 2019-08-20 16-05

@ Cover Letter for John Smiths ..

The information within this document is comect and complete 10 the best of my

@ John Smith Personal Tax Ret... b

e gﬁ/w J/ruf/L

Name: John Smith

Dete: 21/08/2019

A Page1/17 v | Q 50%

ECLET N ——— DECLINE TO ESIGN

Fig. 31

You are then asked, “Are you sure you want to sign and submit these documents?” Click Continue to confirm

or Cancel to review the documents again, as shown in Fig. 32.
continued on next page
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Sign Electronic Documents (contd)

A Are you sure you want to sign and submit
these documents?

Fig. 32

Assuming you clicked Continue, the task is moved from the To-Do list to the Completed list, as shown in
Fig. 33.

CLIENT

Smith, John 4
TO-DO

All Tasks Completed

All Tasks Completed

You will be notified about any additional requests
More documents to share?

COMPLETED Add more documents.

& eSignature Request

Fig. 33

Assuming you clicked Continue, the task is moved from the To-Do list to the Completed list, as shown in
Fig. 33.

HOME 1 pocuMenTs Q JOHN SMITH «
CLIENT =
Smith, John 2 > Client Documents
DOCUMENTS 3= ©Add  LDownicad [l Delete  Esend 2, Sei I
[E Smith, John ALTIe &
Name Associated Task Added By Modified |,
+ [& Shared Documents
6 #  John Smith Personal Tax Return 1... Someone Else 21/08/2019, 10:36
— [E@ Signed Documents ] #  Cover Letter for John Smiths Perso.. Someone Else 21/08/2019, 10:36
5 & Client Pocuments|
Fig. 34

To review the documents with your confirmed signature, click the Documents tab (1), as shown below, and
select the client from the drop-down list (2). Click the Firm Folder View icon (3). Note that a Signed Document
folder has been created for the current year (4). Click the + icon to the left of the Signed Document folder,
click the Client Documents folder (5), and select the document titles to preview, download, or print (6).

continued on next page
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Help with common Client Center sign-inissues

If you can’t sign in to your SWC Client Center account, please review these common issues and their
solutions. If none of the suggestions help, please contact our office by calling (858) 487-8033.
ISSUE 1: Incorrect email address or password
SWC Client Center access requires a unique username and password. Your username is the email address
where you received your registration email. If you see a notification that you entered the incorrect email
address or password when attempting to sign in, follow these steps.
1. Confirm your username. If you have more than one email account, check the inbox for each

one to locate your registration email. The email sender is “Onvio,” and the subject line includes

our firm’s name and the phrase, “Register your Client Center Account.” When you sign in,

make sure you enter the full email address, including the part after the @ symbol.

2. Enter your password properly. Make sure Caps Lock is turned off and type your password
slowly to ensure that there are no typos.

3. Reset your password. If you don’'t know your password, you can click the Reset Password link
on the sign-in page. Enter the address where you received your registration email and click
Reset My Password. You should get an email with instructions for resetting it.
Note: The password reset option does not check that the email address you enter is registered, so if you
enter an email address that is not registered, password reset instructions will not be sent.

ISSUE 2: Issue Password reset email not received
If you don’t receive the password reset email, follow these steps.

1. Check your spam or junk folder. The email sender is Onvio and the subject is Reset Your
Thomson Reuters ID Password. If the message is in your spam or junk folder, we recommend
adding Onvio to your safe sender list so you don’t miss future emails.

2. Re-send the email. On the Client Center sign-in page, click the Reset Password link and
re-enter your registered email address. The email address must match the one where you
received the Client Center registration email. The email sender is Onvio and the subject is
Reset Your Thomson Reuters ID Password. If you enter a different email address in the Reset
Password panel, the instructions will not be sent.

3. Wait a few minutes and then check your email again. The email may take several minutes
to be delivered.
Note: Contact us if you still do not receive the password reset email. We can reset your password manually.

ISSUE 3: Password is not valid

If you receive the notification “Please provide a valid password” when registering your account or resetting
your password, check the password requirements. Enter a password on the registration or password reset
page that meets the requirements.

ISSUE 4: Multi-factor authentication issues

Multi-factor authentication (MFA) provides an additional layer of security through the use of a mobile app,
authenticator card, or printed access codes when you sign into your SWC Client Center account. Our
office can require MFA or make it optional. To learn more about multi-factor authentication, see Multi-factor
Authentication Overview below.

Multi-factor Authentication Overview
SWC strongly recommends that you use multi-factor authentication (MFA) to provide the highest level of
security for your data.

What is multi-factor authentication?
Multi-factor authentication provides an additional layer of security that helps protect your confidential data.
Many of your online accounts or software applications are protected by a login and password. That password

is the single factor in the authentication process to confirm your identity.
continued on next page
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Multi-factor authentication adds at least one more layer of identity verification so that your protection against
hacking and fraud attempts is stronger and more secure than a simple password. That additional layer

can take many forms, such as a physical ID card, a digital confirmation code, or even your fingerprint. You
currently use multi-factor authentication every time you make a transaction using a debit card or withdraw
cash from an ATM — your debit card is one factor and your PIN is another.

How does multi-factor authentication work?

SWC recommends multi-factor authentication through the Thomson Reuters Authenticator

app, the Thomson Reuters Authenticator card, and TOTP-compliant third-party multi-factor
authentication apps. Choosing the appropriate multi-factor authentication (MFA) solution depends
on your personal preferences. Each solution offers benefits, as detailed below.

Thomson Reuters Authenticator app is a free mobile app that is supported on both Apple iOS
and Android devices, and is the only multi-factor authentication solution that includes push
notifications to your mobile device when you log in. Approving these verification requests requires
a single touch. Choose this option if you want the quickest, easiest access. For more information,
search for the Thomson Reuters Authenticator mobile app in your chosen app store.

Third-party authenticator apps include those offered by Microsoft, Google, Symantec, Duo,
LastPass, and others. The SWC Client Center is compatible with any multi-factor authentication
app that uses a Time-based One-Time Password (TOTP) system, which is the industry standard
for multi-factor security. Third-party apps provide numerical codes that you read off your mobile
device and manually enter when prompted to verify your account during login. Choose this option
if you already use one of these third-party authenticator apps and you want to continue with the
same solution when enabling MFA for the SWC Client Center.

Thomson Reuters Authenticator card is a multi-factor device that fits in your wallet. It enables you
to increase security in environments where you can’t easily use more feature-rich mobile apps.
The Authenticator card generates numerical codes that you read off the device and then manually
enter in a login screen when prompted to verify your account. Choose this option if you don’t have
access to mobile devices. To purchase a Thomson Reuters Authenticator Display Cards, please
visit https://www.formscs.com/mfa-card.

After you activate the Authenticator card or install a mobile app on a device and pair that device with your
Client Center login credentials, you'll use multi-factor authentication to confirm your identity every time you
log in to the SWC Client Center.

Need Help?

If you need help navigating the SWC Client Center, please call the SWC office at (858) 487-8033 during
normal hours of 9 a.m. - 5 p.m. Monday through Friday.
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