Welcome to Liscio Pro

Setup & Tutorial



Welcome to secure sharing.

To set up your new account and familiarize yourself with how Liscio works, simply
follow our step-by-step walkthrough.



Getting Started

Welcome to Liscio Pro LiSCiO

I Liscio Liscio Pro To
1y your ems g and pastng the iink be
(DO NOT CLICK IT — we'll explan why later)

£ Ensure domain appears as “liscio.me” before copying & pasting Step 1
5 fuatolympus | nednvae’bGluZHNhe SIAZWI2ZWHZXInZXIADGIZY 2 ¢

Copy & paste the invite link into your browser

o The Invite

15ing Liscio Pro as your secure sharing solutionl If you have any questons
OO0 Support at
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Getting Started

M Liscio The Setup

Invite to Liscio Step 2

Welcome to Olympus
Let's get your account set up! Create Password

Confirm Password & Click Next

EMAIL

PASSWORD

CONFIRM PASSWORD B
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Download the App

ﬂ ]
®Liscio_ © - . L ccio RO Download the App

@ e
= % & e
Step 1
' Liscio PRO
Liscio Inc. . . . .
€ cueryone 9 felated o hisepp Search Liscio PRO in App Store

M
oo . WY

Budget, Pers... Free Investing Self-Employe.
41% 46% 44%
Finance Similar Ta p Insta“
Liscio PRO is a free app provided by finance and You Might Also Like MORE

accounting advisors to clients WAKELB SV
READ MORE Wﬂ_lT_E[t]L[} AY ‘ Ste p 3
- - = = IS MY DAY

E Tap Open

PictureThis- ¢ Positive oMy i Daylic

Plant Identific..  Quotes Affirmations: .. Jourr

46% 44% 47% 48%
<4 @ ]
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Login

Logging In
Step1

Liscio

Enter Username & Password

Step 2

Tap Remember me (Optional)

Signiin

Username

Password

Step 3
2 i Tap Sign In

O Remember me

Forgot your password?
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Liscio

Signin

Username

Password

Sign In

[0 Remember me

1

Forgot your password?

Forgot Your Password?

Liscio

Forgot Password?

p

Your Email
Submit 3

Send Magic Link

Back to Signin

Forgot Password?

Step 1

Tap Forgot your password?

Step 2

Enter Username

Step 3
Tap Submit or Send Magic Link
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Getting Started

Terms of Services

PRIVACY POLICY

This Policy details our commitment to protecting the privacy of those
who access our websites. Our websites may contain links to other
websites and the information practices and the content of such
other websites are governed by the privacy statements of such other
websites.

Personal Information You Provide

We may receive and store any information you enter on our website
or provide to us in any other way. The types of Personal Information
collected include your full name, physical address, email address,
IP address and password. We also ask for and collect personal
information such as an email address and a name or alias from any
individual that you authorize to log into and utilize our Services in
connection with Your Account.

Cookies and Other Tracking Technologies
We use cookies and other information gathering technologies for a
variety of purposes. These include analysis of usage data for purposes

of improving our service and analysis of behavioral data for purposes
of improving the effectiveness of our marketing.

Use of Information
We use information nrovided t ered bv usin order to

Agree to the Above

Cancel Submit

Terms of Services

Step1

Check box to accept Terms of Services

Step 2
Tap Submit
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Home Dashboard

After accepting Terms of Services, you’ll see Liscio’s Home Dashboard.

= Home
Inbox | 3 EEAT
° O Lindsay W 2 minutes ago ® I n bOX
Please review the attached tax return
Hi Leslie, .
Messages between you and the firm.
° O Lindsay W 4 minutes ago
Please check over Account Info
Hi Leslie,
° me, Lindsay W 6 minutes ago

Meeting tomorrow

HiLeslie, My TaSkS

el o Tasks that have been sent to you by the firm.

Leslie Knope 1040 4 minutes ago
Review and Sign Engagement Letter

Leslie Knope 1040 6 minutes ago
® Request Information From Leslie Knope

. Message or Upload File
° Tap + to create a new message or upload a file.
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The Navigation Panel

Swipe right to view the Navigation Panel.

O ;3 Profile

R _ Shows your profile picture, name, and email.
.O Lindsay W

Please review

Hi Leslie,
° O Lindsay W H O m e
Please check ¢
Hilesle Dashboard view shows Inbox and My Tasks.
° me, Lindsay V
Meeting tomo
Hi Leslie, I n box
sk See all messages.
ACCOUNTS Leslie Knope 1040
Review and éign Eng
Leslie K 104 TaSkS
eslie Knope 1040
[ st See all tasks: Open, Pending Review, and Archived; filter by Type,

NEW MESSAGE

Owner, and Account.

UPLOAD FILE

Accounts
See all accounts that you have Account Ownership on.
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0

Leslie Knope

ACCOUNTS

NEW MESSAGE

UPLOAD FILE

Inbox | 3

° O Lindsay W
Please review

Hi Leslie,
° O Lindsay W
Please check ¢
e,

me, Lindsay V
Meeting tomo
Hi Leslie,

My Tasks | 2

Leslie Knope 1040
Review and Sign Eng

Leslie Knope 1040
©® Request Informatio
M 1 NEW COMMENT

The Navigation Panel

Swipe right to view the Navigation Panel.

Files
See the files that you or the firm has uploaded.

New Message
Tap to create a New Message.

Upload File
Tap to Upload File.

Logout

Log out of Liscio.
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Inbox

== Messages
Inbox |3 Sent|1 Drafts|0  Archived |1
[

. O Lindsay W 2 minutes ago I n bOX

Please review the attaghed tax retyirn
Hi Leslie,

° O Lindsay W 4 minutes ago

Please check over Accqunt Info

Messages you’ve received.

i Leslie,
- Sent
° me, Lindsay W 6 minutes ago ,
Meeting tomorrow Messages you ve Sent.
Hi Leslie,

Drafts

Messages in progress or saved for later use.

* Archived

Messages you’ve archived.
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Inbox

—

= Messages
Inbox |3 Sent |1 Drafts|0  Archived |1
° O Lindsay W 2 minutes ago

Please review the attached tax return

Hi Leslie,
o O Lindsay W 4minutes ago U n rea d

Please check over Account Info . . .

HiLesle Pink dot & bold type indicate unread
P — message.

Meeting tomorrow

Hi Leslie,

W Liscio | LiscioProSetup & Tutorial | Client: New Customer




Home

Inbox | 3

O me, Lindsay W
Meeting tomorrow

Hi Leslie,

° O Lindsay W
Please review the attached tax return

Hi Leslie,

° O Lindsay W
Please check over Account Info

Hi Leslie,
My Tasks | 2

Leslie Knope 1040
Review and Sign Engagement Letter

Leslie Knope 1040
® Request Information From Leslie Knope

W 1 NEW COMMENTS

SEEALL

23 minutes ago

40 minutes ago

43 minutes ago

SEEALL

42 minutes ago

44 minutes ago

<

Meeting tomorrow

O
O

Lindsay W
Hi Leslie,

Lindsay W
Hi Leslie,

Leslie Knope

Are you available tomorrow?

‘Reply...

@ Add Attachment

22 minutesago v

44minutesago v

44minutesago v

Are you sure you want to archive?

Archive a Message

Step 1
Tap Message

Step 2
Tap Archive

Step 3
Tap Yes
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Inbox

= Home
Inbox |3 SEEALL
me, Lindsay W 23 minutes ago C t M
O Meeting tomorrow rea e a essa ge
Hi Leslie,
° O Lindsay W 40 minutes ago
Please review the attached tax return
Step1
° Lindsay W 43 minutes ago
O Please check over Account Info Tap +
Hi Leslie,
My Tasks |2 SEEALL Step 2
Leslie Knope 1040 42 minutes ago
: Tap Compose a Message

Review and Sign Engagement Letter

Leslie Knope 1040 44 minutes ago
® Request Information From Leslie Knope

M 1 NEW COMMENTS X
ﬂ E] Compose a Message
ﬂ M, Upload aFile
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Inbox

Cancel New Message B Send a
TO Add Employee +

SUBJECT IMessage Subject

Write a Message...

@ Add Attachment

Create a Message

Step 3
Tap “To” field; choose Employee

Step 4
Enter Subject Line & Description

Step 5
Tap Add Attachment (Optional)

Step 6
Tap Send
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Tasks

Items the firm needs you to complete.

= Tasks

My Tasks |2 Pending Review |0 Archived Review | 0

. My Tasks
Leslie Knope 1040 about 3 hours ago
R SEn et Tasks that the firm needs you to complete.
Leslie Knope 1040 about 3 hours ago
St e e + Pending Review

Tasks awaiting your review.

Archived
Completed tasks.
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Tasks

Items the firm needs you to complete.

= Tasks < Filter Clear

My Tasks | 2 Pending Review |0 Archived Review | 0 ﬂ Task Type g
e ]

= Geta Signature

Sorting and Filtering Tasks

Leslie Knope 1040 about 3 hours ago Onboard an Account O
Review and Sign Engagement Letter
Manage To Go Items O
Leslie Knope 1040 about 3 hours ago Request Information O Ste p 1
® Request Information From Leslie Knope .
W 1 NEW COMMENTS Send a Message ] Tap the Filter button.
ToDo O
Account Ste p 2
Dunderiftin Paper o. 0 Filter by Type, Owner, and Account. Sort b
3 )

paintshop O Last Activity Ascending or Descending.

Sort By Last Activity Descending >
Step 3
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Accounts

All Accounts that you own.

Accounts

ACCOUNTS OPEN TASKS

Dunder Mifflin Paper Co.
C-Corporation
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Accounts

Selecting an Account displays the Account’s Details.

< Leslie Knope 1040

Overview

Business Account

Overview

PHONE (798) 465-4684

Tap on an Account to see its demographic
REFERAL SOURCE Website prOﬂle.

WEBSITE knope.com

FAX (468) 465-1365

2348 Mission Street, San Francisco,
CA, 94110, US

ADDRESS

Account Details

EING eesssssssssssssseeenens
INDUSTRY Other

#OF EMPLOYEES 6

FISCAL YEAR END December
PRIORACCOUNTANT RA
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Files

All Files that you’ve uploaded to Liscio.

Client Uploads Firm Uploads —

-
—

LK_2018-08-21
[® by LeslieKnope -08/21/2018

payroll_tax

LK_2018-08-21
[ byLeslieKnope -08/21/2018

ask_your_accountant

LK_2018-08-21

[®  byLeslieKnope -08/21/2018

e e Filter by selecting one of the filter buttons
above thefile list.
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Client Uploads Firm Uploads

LK_2018-08-21
by Leslie Knope »08/21/2018

payroll_tax

LK_2018-08-21
by Leslie Knope «08/21/2018

ask_your_accountant

LK_2018-08-21
by Leslie Knope «08/21/2018

financial  payroll

Cancel

ACCOUNT

CONTACT

TAGS

Files

Upload File @ Upload
Dunder Mifflin PA[B‘ unMif)

Tom Bombadil

Add Tags ﬁ +

@ Add Attachment

Uploading a File

Step 1
Tap +

Step 2

Select Account

Step 3

Select Contact

Step 4
Add appropriate Tags
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Files

Cancel Upload File Upload . .
Uploading a File
ACCOUNT Dunder Mifflin Paper Co. (456DunMif)
CONTACT Tom Bombadil Step 5
TAGS Add Tags +
B Tap Add Attachment
@ Add Attachment
Step 6
Tap Upload
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Client Uploads < ilter Clear . . .
ﬂ F a Sorting and Filtering Tasks

= Tags
LK_2018-08-21 ocumenits:
® by Leslie Knope +08/21/2018 ’ i e Step 1
payroll_tax Taxes a
_ Tap the Filter button
LK_2018-08-21 Accounting O
® by Leslie Knope «08/21/2018
ask_your_accountant Reports D -
Step 2
LK_2018-08-21 Data O
] by Leslie Knope «08/21/2018 .
fivancial payrol Yeur Filter by Tags and Year or sort by Date Added
2017 O
Step 3
2018 d
Sort By DATE ADDED Descending > Tap Apply

© I
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We’re here to help.

If you have any questions about these steps or any other Liscio function, please contact
us or visit our new website and YouTube channel for more resources.

™ support@liscio.me % (888) 547-2460 Liscio Knowledge Base

Click below for:

Liscio Website () Liscio YouTube Channel
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https://liscio.zendesk.com/hc/en-us
mailto:support@liscio.me
https://liscio.me/
https://www.youtube.com/channel/UCxCox0tSTjHMAgjeJ2FULNA

