
Step 1: Log Into Portal 

 

 

 

 

Instructions: 

 

Log into your portal 

at https://onvio.us.  

*** Please note, if 

married, this 

process MUST be 

completed for each 

spouse separately 

*** 

 

 

https://onvio.us/


Step 2: Reviewing Your Documents 

 

 

 

 

 

 

 

 

Instructions: 

 

If you want to review 

your invoice, filing 

instructions, as well as 

your e-sign documents 

before you sign them, 

select DOCUMENTS, 

select CLIENT 

DOCUMENTS and then 

you can open the three 

e-signature documents 

separately.  To view 

your invoice and filing 

instructions open the 

document titled US TAX 

RETURN ACTION 

REQUIRED. 

  



 

Step 3: Tasks to Do 

 

 

 

 

 

 

 

Instructions: 

 

Once you log in, you 

will be brought to 

the TASKS tab.  

Under TO DO, you 

will see the 

outstanding task(s) 

that you need to do.  

Select START to 

begin. 

 

  



Step 4: Prompt to Review Documents 

 

 

 

 

 

Instructions: 

 

You will be shown a list of 

the documents that you need 

to review which will include 

a Bank Account Verification 

Worksheet, Form 8879 to 

file your federal return, and 

NY Tax Income Declaration 

to file your state return.  

There will be a form that you 

need to sign for EACH state 

that you need to file taxes in.  

Select REVIEW 

DOCUMENTS to start 

signing your documents. 

  



Step 5: Verify Identity - SSN 

  
 

 

 

 

 

 

 

 

Instructions: 

 

You will be prompted 

to enter the last 4 

digits of your social 

security number.  

Enter them and then 

select NEXT. 

 

  



Step 6: Verify Identity – Identity Questions 

 

 

 

 

 

Instructions: 

 

You will be prompted to 

answer a series of questions 

to verify your identity.  

Select NEXT to advance 

through the questions after 

selecting your answer.  *** 

Please note: These 

questions are generated by 

the IRS NOT MGA.  If you 

fail to answer the questions 

correctly you MUST contact 

our office to receive a new 

set of questions to answer. 

You will NOT be able to e-

sign your forms without 

verifying your identity. *** 

  



Step 7: Select a Signature 

 

 

 

 

Instructions: 

 

You will be prompted 

to select a type of 

signature to sign your 

documents.  You can 

either SELECT STYLE 

to pick a 

predetermined style, 

DRAW to hand write 

your own, or UPLOAD 

a signature that you 

already may have. Once 

you have made your 

choice, select NEXT.   

  



Step 8: Prompt to Review Bank Verification 

 

 

 

 

 

 

Instructions: 

 

You will begin with the 

Bank Verification sheet 

which will be 

prepopulated with your 

information, as well as 

your signature.  PLEASE 

REVIEW CAREFULLY.  

Note on the left side you 

will see a red !, this means 

the document hasn’t been 

signed yet.  Select 

CONTINUE to go to the 

next form. 

  



Step 9: Continue Prompt9 

 

 

 

 

 

Instructions: 

 

You will be prompted 

to select CONTINUE in 

order to move on to 

the next document to 

sign.  The CONTINUE 

prompt will need to be 

selected between the 

signing of EACH 

document. 

  



Step 10: Prompt to Review Form 8879 

  

 

 

 

 

 

Instructions: 

 

The Form 8879 sheet 

will be prepopulated 

with your information, 

as well as your 

signature.  PLEASE 

REVIEW CAREFULLY.  

Note on the left, you 

will now see a blue  

next to the document 

that has been 

successfully signed.  

Select CONTINUE to go 

to the next form.. 

  



Step 11: Prompt to Review State Income Declaration 

 

 

 

 

 

 

Instructions: 

 

The State Income 

Declaration sheet will be 

prepopulated with your 

information, as well as 

your signature.  PLEASE 

REVIEW CAREFULLY.  

Note on the left, you 

will now see a blue  

next to the document 

that has been 

successfully signed.  

Select CONTINUE. 

 

  



Step 12: Submit Your Signatures 

 

 

 

 

 

 

 

Instructions: 

 

When you are done 

e-signing your 

documents, select 

SUBMIT to submit 

your signatures and 

complete the task..  

*** Please note: If 

you do NOT select 

SUBMIT, the 

signature process 

won’t be completed. 

***  

  



Step 13: Task Completion 

 

 

 

 

 

 

 

 

Instructions: 

 

After you have completed 

e-signing your tax 

documents, our office will 

immediately receive a 

notification.  You will see 

this prompt that allows 

you to download a copy 

of the documents that you 

just signed for your 

records.  Select 

DOWNLOAD to 

download a copy of your 

signed documents. 

 

  



Step 14: Completed Documents 

 

 

 

 

 

 

 

 

 

Instructions: 
 

You will be 

returned to the 

TASKS screen. To 

verify that your task 

was completed, 

select COMPLETED 

and you will see the 

completed task(s) 

there.   

 

 


