
 

Step 1: Sign into Portal 

 

 

Instructions: 

 

Log into your portal 

at https://onvio.us   

 

  

https://onvio.us/


Step 2: Main Screen 

 

 

 

 

 

Instructions: 

 

Once you are logged in 

you will be on the 

main screen.  You will 

be on the TASKS tab, 

and you will need to 

select the 

DOCUMENTS tab. 

 

  

 



Step 3: Add Document(s) 

 

 

 

 

 

 

 

 

 

Instructions: 

 

After you have selected 

the DOCUMENTS tab, 

you will be in the folder 

view.  Simply select 

ADD to add a document. 

*** PLEASE NOTE: 

THERE WILL NOT BE A 

FOLDER FOR THE 

UPCOMING TAX 

SEASON.  DO NOT ADD 

DOCUMENTS TO 

FOLDERS FROM 

PREVIOUS YEARS.  

SIMPLY SELECT ADD 

AND ADD YOUR 

DOCUMENTS.***  

 



Step 4: Select File(s) for Upload 

 

 

 

 

 

Instructions: 

 

Select BROWSE FOR 

FILE to upload from 

your device.  Select 

SCAN FROM DEVICE 

to scan from a device.  

Once you have 

selected the 

document you want 

to upload, select 

UPLOAD   



Step 5: Documents Have Been Uploaded 

 

 

 

 

 

 

 

 

 

Instructions: 

 

Once you have 

uploaded a document, 

you will see it listed 

under the documents 

tab.  Repeat steps 3 & 

4 as many times as 

necessary until you 

have uploaded all of 

your documents.   

  



Step 6: Deleting a Document 

 

 

 

 

 

 

 

 

 

Instructions: 

 

If for any reason you 

need to delete a 

document, select the 

check box to the left of 

the document you want 

to delete and select 

DELETE.  *** WE ASK 

THAT YOU DO NOT 

DELETE ANY 

DOCUMENTS FROM 

PREVIOUS TAX YEARS 

AT ANY TIME *** 

 

  



 

Step 7: Log Out 

 

 

 

 

 

 

 

 

 

Instructions: 

 

When you are done 

uploading your tax 

documents simply SIGN 

OUT. There is no need 

to contact the office, we 

will get an immediate 

notification once a 

document has been 

uploaded. 

 

 


