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Introduction  

Hamilton Juffer + Associates llp is pleased to offer our clients a paperless way to exchange documents in 
a secure environment: the HJA Client Portal.  Think of the HJA Client Portal as an extension of our 
website through which we can securely and quickly exchange electronic documents with you and deliver 
electronic documents to you.  The HJA Client Portal is made possible by Thomson Reuters, through a 
product called NetClient CS.  Thomson Reuters also provides the software we use to prepare tax returns. 

Sharing documents electronically is good for the environment because it doesn’t require the use of 
resources to produce and transport printed documents. Also, unlike normal email messages and their 
attachments, the HJA Client Portal uses encryption technology to ensure that your information is secure. 

If you need further assistance with the HJA Client Portal after reading this document, please email us at 
info@hjacpa.com or call us at (515) 245-3737. 

System Requirements  

You must have a high-speed Internet connection to use the HJA Client Portal. 

The portal is compatible with the following devices: 

 Computers running Windows 10 or Windows 8.1 (32- or 64-bit) with one of these browsers: 

o Mozilla Firefox 

o Google Chrome 

o Microsoft Edge™ 

o Microsoft® Internet Explorer® 11 (32-bit version) 

 Apple iOS devices 

o Must be running iOS version 8.0 or higher. 

o MUST download the free NetClient CS mobile app from the Apple App Store. 

 Android devices 

o Must be running Android OS 2.3 or higher. 

o May access the portal through any internet browser approved above. 

o May also download the free NetClient CS mobile app from the Google Play Store. 

Activating Your Account  

After our firm creates a portal account for you, you will receive an HJA Client Portal activation email 
message from info@hjacpa.com. The message will contain a link through which you can create a login 
and password for your portal. 

IMPORTANT! If you do not receive an activation email message in your inbox, check your spam folder. If 
you still cannot find the email, contact us. 

mailto:info@hjacpa.com
https://itunes.apple.com/us/app/netclient-cs/id572952397?mt=8&ign-mpt=uo%3D4
https://play.google.com/store/apps/details?id=com.thomsonreuters.clientess
mailto:info@hjacpa.com


 

 

Hamilton Juffer + Associates llp Client Portal (NetClient CS) User Guide  2  

Follow these steps to activate your HJA Client Portal account: 

1. In the activation email you received, click on your unique registration link to be taken to the 
registration screen. 

2. Enter the username you want to use in the Create Login field. 

a. IMPORTANT! If you are a client of other firms who use the NetClient CS portal by 
Thomson Reuters, you may already have an account with this service.  To use the HJA 
Client Portal, you will need to create a unique username and password that will be used 
only for your HJA documents. 

3. Enter the password you would like to use into the Enter Password field. 

a. Passwords must be at least eight characters long and must include at least one upper-
case letter, one lower-case letter, one number, and one symbol. 

b. A strong password is one that you do not use for any other accounts and that is not 
based on the name of a partner/child/pet/etc.  If your password is not strong, please 
consider enabling multi-factor authentication to protect your information.  You can read 
more about this in the next section. 

4. Re-enter the password you’ve chosen into the Confirm Password field. 

After you register your account, you can log in to the HJA Client Portal. 

Password Troubleshooting 

PLEASE NOTE:  It is good practice to reset your password periodically.  For the security of your information, 
your password will automatically expire after 90 days. 

If you unsuccessfully attempt to log in to the HJA Client Portal too many times, your account will be 
locked.  An automatic email will then be sent to your address, notifying you of the attempts and providing 
you a link to unlock the login immediately.  The HJA Client Portal will unlock your account when you click 
the link in the email message or when the lock expires automatically. 

If you forget your password, you can click on the “Forgot Password?” link to reset it.  You will be given two 
options: 

1. Reset via email.  If you know your login and email address, you can choose this option to receive 
an email with a temporary password.  You will be prompted to change your password when you 
log in again. 

2. Reset via security questions.  If you have set up your security questions and answer them all 
correctly, you will be prompted to create and confirm your new password. 

If you would like to set up security questions for your account, follow these steps: 

1. Log in to the HJA Client Portal through your internet browser.  (You cannot manage multi-factor 
authentication through the NetClient CS app.) 

2. Click on your name in the upper right-hand corner and select Set Security Questions. 

3. Select four questions from the drop-down menus provided and type in your answers to each.  
After you have finished, click OK. 
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Securing Your Account with Multi-factor Authentication 

After you register your account, you may be prompted to set up multi-factor authentication (MFA). 

We strongly encourage the use of multi-factor authentication.  MFA adds an additional layer of security so 
that hackers need more than just your password to access your account.  With MFA, you will download an 
MFA app to your smartphone or tablet, and each time you log in to the portal, you verify the login through 
the MFA app (either through a touch or by entering the code that appears).  Please follow the instructions 
below to set up MFA on your account. 

REQUIREMENTS: a smartphone or tablet that is connected to the internet, has a camera, and will be 
accessible to you each time you want to log in to the portal. 

1. Log in to the HJA Client Portal through your internet browser.  (You cannot manage multi-factor 
authentication through the NetClient CS app.) 

2. Click on your name in the upper right-hand corner and select Manage Multi-Factor Authentication. 

3. Click Add Option, and then re-enter your password.  You will be taken to the setup screen. 

4. Click Get Started. 

5. Choose the multi-factor authentication app that works for you. 

a. If you do not regularly use MFA with any other services, or you prefer a one-touch solution 
that doesn’t require you to enter a code each time you sign in, you can download the 
Thomson Reuters Authenticator app from the Apple App Store or Google Play. 

b. If you regularly use a third-party MFA app, it may be compatible with the portal.  It will 
produce a unique number which you will need to enter each time you access the portal. 

6. Click the Choose button for the MFA app you are going to use.  You will be asked to install and 
open the app.  Click Next when this is done. 

7. Use your MFA app to scan the QR code on the screen.  If you are using a third-party app, you will 
also be required to enter the code that pops up on your tablet or smartphone. 

8. Once the pairing is successful, you may be asked to give it a name.  It’s good practice to name it 
with the device you’ve paired with (such as “John’s iPhone 8”). 

9. Now try logging out of the portal and logging back in.  After you enter your password, you will be 
asked to verify your login via MFA. 

a. If you are using the Thomson Reuters Authenticator app, you should receive a notification 
on your smartphone or tablet, and only need to press VERIFY. 

b. If you are using a third-party MFA app, you will need to open the app on your smartphone 
or tablet, and input the generated code. 

10. If you ever need to remove a device, go to the Manage Multi-factor Authentication screen and 
click on Remove next to your device. 

Required for iPad & iPhone Users: Downloading the NetClient CS App 

If you want to access the HJA Client Portal through your Apple iPad or iPhone, you must download the 
NetClient CS app.  If this does not apply to you, skip this section. 

1. Make sure your device has an internet or data connection. 

https://itunes.apple.com/app/appname/id1155604687?ls=1&mt=8
https://play.google.com/store/apps/details?id=com.thomsonreuters.trta.authenticator&hl=en
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2. Download the NetClient CS app from the Apple App Store. 

3. Log in with your HJA Client Portal username and password. 

Any time you use your iPad or iPhone, you must access the portal through the NetClient CS app.  
Attempting to access the portal through your internet browser will result in errors and the inability to 
properly view documents. 

Viewing Documents 

After you register your portal account, you can log in with your username and password to view the 
documents our firm has shared with you.  Please note: 

 You can view documents only if the software applications in which the documents were created 
are installed on your device. Our firm will generally make documents available in PDF, XLS/XLSX, 
or DOC/DOCX format, so Adobe Acrobat, Microsoft Excel, and Microsoft Word may be required. 

 Because documents in the portal are read-only, you cannot edit them. If you need to edit a 
document, save a copy of it to your device.  If you need to share the edited document with us, 
upload it to the portal as described in the next section of the manual. 

There are two versions of instructions below: one for viewing documents through your internet browser, 
and one for viewing your documents in the NetClient CS app. 

USING YOUR INTERNET BROWSER 

1. Log in to the HJA Client Portal.  Once logged in, you may need to click on ClientFlow on the left 
side of the page. 

2. You should see your folder(s).  Click once into a folder to view its contents. 

3. You should now see a list of your documents.  One common file is the TAXPAYER COPY.  This 
will contain your returns for a particular tax year.  The column labeled Year will tell you which tax 
year the document is regarding. 

Tip: To resize a column, click and drag its border. Click a column heading to sort the 
documents in the list by the information in that column. 

4. Click once on a document to open it for viewing. 

5. While viewing a document, it should be possible to save it to your computer as well as print it.  
How this is done is dependent upon your browser, version of Adobe Acrobat, etc.  If you need 
assistance, please contact us. 

6. If you would like to view documents in another folder, click on the Up button.  

USING THE NETCLIENT CS APP 

1. Open the NetClient CS app on your tablet or phone and log in with your HJA Client Portal 
username and password. 

2. In the navigation sidebar, select ClientFlow. 

3. You should see your folder(s).  Select a folder to view its contents. 

4. You should now see a list of your documents.  One common file is the TAXPAYER COPY.  This 
will contain your returns for a particular tax year.  It may be useful to select the Date column in 
order to sort by date to determine which documents are for your most current tax year. 

https://itunes.apple.com/us/app/netclient-cs/id572952397?mt=8&ign-mpt=uo%3D4
https://www.hamiltonjuffer.com/portal
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7. Select a document to open it for viewing. 

8. While viewing a document, it should be possible to save it to your device as well as print it (if your 
device is connected to a printer).  How this is done is dependent upon your device.  If you need 
assistance, please contact us. 

 Uploading Documents 

You are able to share any type of file with us through the HJA Client Portal.  However, each document is 
limited in size to 1 gigabyte (1 GB).  It is likely that every document you wish to share will be much smaller 
than this, but if you have occasion to share a very large file, please contact us at info@hjacpa.com or 
(515) 245-3737 and we will find another solution for you. 

PLEASE NOTE:  At this time, the “upload documents” function is only available through your internet 
browser.  The NetClient CS apps for iOS and Android lack this functionality. 

USING YOUR INTERNET BROWSER 

1. Log in to the HJA Client Portal.  Once logged in, you may need to click on ClientFlow on the left 
side of the page. 

2. You should see your folder(s).  Click once on the folder where you would like to upload. 

3. Click the Upload button. 

4. Click the Add Files button.   

5. After you select the files you would like to upload and click “Open” or “OK,” the file names should 
appear in the Upload screen along with their size and status (0%). 

6. Click the Start Upload button.   

7. After the files have successfully uploaded, your screen will automatically refresh, and you will see 
your files in the folder along with anything else that was already there. 

8. We will receive an automatic email letting us know that documents have been uploaded to your 
portal.  You may notice your uploaded files disappear from your portal at some point after we 
receive them.  We often unpublish these documents to prevent clutter in your portal so that you 
only see what you need. 

mailto:info@hjacpa.com
https://www.hamiltonjuffer.com/portal

