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@ GrantThomton
Username and Password Email
New Tax Symphony® account has

A system-generated email with your been created

Username and Password is sent the first time

Tax Symphony

youare p rovided access to any ChentSp ace. A Grant Thornton LLP account has been created for use

to access your Grant Thornton Tax Symphony® ClientSpace. ‘l

Your login details are below:

Username: CHadley@Bouw.com
Password: f971Uq9%

& GrantThornton

You will receive a second email shortly with a link to directly access your Tax Symphony
ClientSpace. You will then be prompted to change your temporary password.

You will be prompted to change your Please note that your ClientSpace is best viewed in Window Internet Explorer version 8
password the first time you log in. or newer.

This email is an automated message. Please do not reply.

Figure 1-1: Username and Password email

@ GrantThomton
ClientSpace Email Welcome to your Tax Symphony®
ClientSpace

A second email will provide a direct link to

the engagement-specific ClientSpace in Welcome to the Grant Thornton Tax Symphony® ClientSpace:
| Bouw Construction | 2019 TR Prep |

addition to Grant Thornton Interactive. E
If this is the first time you are logging in, Workgroup Collaboration
will prompt you to change the temporary password you received \
in a separate email. If this is not your first time logging into a @ GrantThornton

Grant Thornton Workgroup Collaboration site, simply use your
email address as your login name and the password you have
established previously. If you do not remember your password,
click the Forget Your Password? link on the login page.

As a user on this site you will be able to:

*Coordinate calendars and schedules.

*Share information and review documents

If there are any questions, please contact your engagement team.

For more information on using your ClientSpace, access our training documentation.

Grant Thornton Interactive is used For your convenience, all of your Collaboration spaces can be accessed through
to access all your active engagements. Grant Thornton Interactive.

Please note that your ClientSpace is best viewed in Windows Internet Explorer version
8 or newer.

This email is an automated message. Please do not reply

Figure 1-2: ClientSpace and Grant Thornton Interactive access email.
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Grant Thornton Interactive

Access all your active engagements from
Grant Thornton Interactive

Three ways to access Grant Thornton
Interactive:

1. Login link on www.GrantThornton.com
and then select Grant Thornton
Interactive.

2. Link in Welcome to Tax Symphony
ClientSpace email (goes to Sign-in screen).

3. Type www.GrantThornton.com/Interactive

into web browser (displays screen to right.).

Grant Thornton Login screen

Your User Name will always be the email
address your provided to your Grant Thornton
engagement team

You will be prompted to change your password
the first time you log in. The new password will
be the same for future ClientSpaces.

0 Tip

* For your secutity, your new password must be
8 characters including:

1 + 1 + 1
uppercase lowercase number or
letter letter symbol

* Passwords cannot be reused within 12 months

* User is locked out of site after five incorrect
login attempts or 180 days of inactivity

* Contact a Grant Thornton engagement team
member for assistance with site access

° Tip

Click M Sign me in automatically if logging
on from a private computer and to use
Explorer View on the document library ribbon.

© 2013 Grant Thornton LLP. All rights reserved.

o GrantThornton Aninstinct for growth About us | Events| Contact us Press| International | Global Reach v

ISSUES INDUSTRIES SERVICES OFFICES PEOPLE CAREERS

nonBe

Contact us

Log in and get more

Subscribe

Submit RFP >

Subscribe Alumni Network
Click here for full listing of Grant Thomton's Stay upto-date on events and news from Grant
subscription options. Thomton.

Grant Thornton Interactive

Grant Thomton Interactive provides Workgroup

Collaboration including Tax Symphony
ClientSpace jents and business partners.

Figure 1-3: Grant Thornton Login homepage.

Sign In
Windows Authentication
User name:| CHadley@bouw.com
Password: | 00000000

Sign in

| © Sign me in automatically |
Forget your Password?

To ensure the security and confidentiality of your information, you may be asked
to re-enter your login credentials when you switch engagement sites.

Figure 1-4: Grant Thornton Login screen.
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Grant Thornton Interactive is your homepage to access all your active engagements.

Site Actions v, Browse Welcome Hadley, Chris \4

Grant Thornton Interacti
° GrantThOI'nton fan ornton Interactive Search this site... P o

Home
Welcome to Grant Thornton Interactive
Help and Training Providing efficiency, transparency and global coordination
Grant Thornton.com Grant Thornton Interactive provides Workgroup Collaboration sites to clients and valued business partners easy access

to documents and other information securely and easily.
Appropriate Use

Statement With creative and accessible forums for brainstorming ideas, managing tasks, or simply gathering information in an easy-

to-edit format, our Workgroup Collaboration sites allow efficient and productive communications between you and the
team you work with at Grant Thornton. This is your gateway to all your active sites.

Privacy Policy
Below is a list of all of the collaboration sites to which you have access. Please select a link from the list below to
navigate to a specific site. Documents and files can then be shared with your Grant Thornton team through the document
library of site.

My Collaboration Sites

:’. Export to Excel

Tip eme e agement Partne e A 0 e Date | Your Pe on Leve
Filter your dlsplay by Search Search... Search... Search... FAQs
entering the desired | ive?
. g . . Bouw Construction | Garrick, Paul 1/15/2020 Level 5 Who has access to Grant Thorton Interactive?
information in the | 2019 Consulting (read/write) Where can | upload files and documents for
appropriate search Bouw Construction | Garrick, Paul 1/15/2020 Level 5 collaboration with my Grant Thornton Team

2019 TR Prep (read/write) View All
field.

e Contact Us
Grant Thornton Thinking

. Feedback and Suggestions
Current Topics

. Links to Related Sites
Tax Hot Topics 2020 (February 19, 2020)

o Grant Thornton Publication Form

FASB Accounting Standards Update (February 14, 2020) o Calendar of Events

State and Local Thinking_January 2020

Case Study: The Coupon Code Crooks

Center for Audit Quality Issues Guide to International Financial Reporting Standards (January 19, 2020)

My Collaboration Sites - List of all ClientSpaces that you have permission to access.

Click the Engagement Name to go to the engagement-specific ClientSpace site.

© 2013 Grant Thornton LLP. All rights reserved. 3
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Q GrantThornton
(B)

Title

Document
Library

Calendar

Contact Lists

Bouw Construction | 2019 TR Prep

Welcome to Tax Symphony

Client Hub

Appropriate Use
Statement

C)

Expiration Date

12/31/2020

Tax Symphony

Privacy Policy Process Phase Task Due Date Complete Date ~ Team Member
Engagement Management Ascertain Client Share proposed engagement 1/12/2020 1/11/2020 Ryan Donaldson
Recycle Bin Expectations Action Plan with client
Engagement Management Sign-off & delivery Deliver engagement materials 1/22/2020 1/18/2020 Rebecca Randal Site Users
package to client
Engagement Management Complete administrative Obtain executed Engagement Letter 1/26/2020 1/22/2020 Rebecca Randal
functions Chang, Lisa
Engagement Management Perform wrap-up Conduct engagement planning 1/29/2020 1/29/2020 Ryan Donaldson Donaldson, Ryan
wrap-up meeting
Tax Return Preparation Initiate tax preparation Coordinate team "kick-off* meeting 1/27/2020 1/27/2020 Casey Walton Randall, Rebecca
process
. X . . . Walton, Casey
Tax Return Preparation Deliver to client Transmit requests to client 2/3/2020 2/1/2020 Casey Walton
Tax Return Preparation Evaluate client data Receive client data and review for 2/10/2020 2/11/2020 Casey Walton
completeness
Tax Return Preparation Evaluate client data Identify and send outstanding 2/15/2020 2/16/2020 Casey Walton
PBC request
@ Document Library
ClientSpace > Document Library
0 Type Name Modified Modified By
(] 1 Deliverables 1/1/2020 System Account
[} 2 Engagement Administration 1/28/2020 System Account
(] 3 PBC Request 2/16/2020 System Account
& Add document
@ Engagement Matters
O @ Title Assigned To
PBC Request INew Walton, Casey
Reportable Transactions Chang, Lisa

48 Add document

Grant Thornton Voice

Tax Publications
Tax Hot Topics 2020-1-03 (February 5, 2020)
In this issue of Tax Hot Topics, IRS releases guidance on rollovers from qualified retirement plans to Roth IRAs, IRS releases guidance on retirement plans as part of
new savings initiative, IRS regs address when a single-member LLC can be treated as disregarded and more.
More...

State and Local Thinking_January 2020

In this issue... SALT Alerts from Illinois, Connecticut, New Hampshire, Wisconsin, New York, Delaware, North Carolina, Texas, Maryland and the District of Columbia...
Meet Andy Richmond, senior manager for credits and incentives

More...

@ Contact Lists

Last Name First Name Business Phone Email Address

Hadley Chris 212-987-3961 CHadley@Bouw.com
Martinez Elena 212-987-3979 Emartinez@Bouw.com
Randall Rebecca 212-402-8527 Rebecca.Randall@us.gt.com
Walton Casey 212-402-8754 Casey.Walton@us.gt.com

& Add new Item

m Calendar
4 () February, 2020
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
26 27 28 29 30 N 1

Left Hand Navigation: Navigate between items in the site, including the Client Hub.

Announcements: See system-wide messages about maintenance tasks or other updates that may temporarily impact your use of
Tax Symphony.

Client Deliverables and Milestones: Track the status of key steps of your engagement, including due date, complete date and
team member assigned to each task.

Document Library: Access to the supporting documents for your engagement.

Engagement Matters: Forum for messages specifically related to your engagement.

Grant Thornton Voice: Automatically updated with Grant Thornton's latest tax publications.

Contact List: List of contacts associated with your engagement.

Calendar: A calendar of upcoming meetings, deadlines or other events.

PPV ® OO
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Accessing Document Library R 0 Open the Document Library or any other link in a
° GrantThornton

. new window or tab to quickly move back and forth
The Document Library can be accessed from ClientSpace q y

* Open in New Tab - Ctrl + hyperlink or Right

Left Hand Navigation on ClientSpace. click and select Open in New Tab

c ; m * Open in New Window - Shift + hyperlink or
Tip R Right click and select Open in New Window
Opening the Document Library crontnan " p—
f1 he Left ioati S e .
rom the Left Hand Navigation gy e m Navigate Up allows you to move quickly between

may improve performance. . .
yimp p visited locations. =
v I e || cotencar |

This page location is:

L+ Client Hub : Bouw Construction

Library Tools Library Tools

Site Actions - @ Browse Documents L+ Clientspace
L+ calendar

Ly Bouw Construction | 2019 TR Prep

Library ribbon T ibrary ribbon provides access to the actions that can be performed on the entire library, such as adding an alert.

Site Actions = Browse

= E ShowTask Pane | i [ Modify View + Current View: & 0] connect to Outlook 1 # (@ Al
( ( 2 z Q
_\D \E Show Totals o _1[[ Create Column  All Documents ~ | Ls) B 47| Export to Excel b, u
Datasheet New Create E-mgi RSS Sync to SharePoint Conned = Form Web  Edit Mew Quick  Library Library  Workflow
View View Row | Refresh Data View 3 Navigate Up 4 Current Page Feed Workspace Office » g" Open with Explorer Parts ~  Library Step Settings Permissions Settings -
View Format Datasheet Manage Views Share & Track Connedt & Export Customize Library Settings

@) Alert Me: Receive an email or mobile notification when items are added or modified in the library.
Open with Explorer: Open this library as a standard Windows Explorer folder to drag and drop files,
create folders, move and copy files, and delete multiple files at once. In order to use Open with Explorer, you must have sign
me in automatically checked on the login screen (see page 2 of this Quick Start Card).

v Avoid using Explorer View and My Network Places, except for the one-time/first-time upload of
files and documents into the ClientSpace Document Library.

Documents ribbon Documents ribbon provides access to the actions that can be performed on a specific document or folder.

Library Tools

Site Actions ~

3¢ '] ‘JSend To. e .3 Unpublish
CE .jg Manage Copies U o Y] Approve/Reject
New View it -mail Download a Workflows Publish
= |D: !, Discard Check Out _ Copy ) GoTo Source 7. Cancel Approval
Open & Check OQut Share & Track Copies Workflows

Type Name

B 2019 Bouw_Leverage_lodel -

@) Upload Document: Add one or more documents to a library and/or folder.

5 View Properties
Many of the same options || | e roperies

@ Check Out/Check In: Use the Check Out/Check In funcﬁonahty so that on the ribbon are also @ i oo
only one person can make changes to a document at a time. available from the drop [y ot

down menu that appears By] Version istary

@ Version History: Review the version history and restore previous versions. :
when hovering over a

Compliance Details

Alert Me

@ Delete Document: Delete document is now available on sites created after folder or file. Send To
11/16/13 for clients who have been granted read/write/access. & anage Permissions
X Delete

@ Alert Me: Receive an email or mobile notification when a specific document or folder is modified.

@ Download a Copy: Download a copy of a file to your computer which is not synchronized to the server copy.

© 2013 Grant Thornton LLP. All rights reserved. 5
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a Tip

Document lerary * To select multiple documents, hold down the Ctrl

@ Upload Document/Upload Multiple Documents

1. Select Upload document or Upload Multiple
Documents from the Document ribbon.

2. Click Select to browse for the document(s).
3. Select document(s) and click Open.
4. Click OK.

['- N
= aries. Documents T I search ]
Upload Document Wi Bum  Newlfolder =3 @
Upload Document: B
Browse to the Eals o
document you = I”_‘ Bouw_Tax_Info.xIxs l
intend to upload. —
IW_\ Client Organizer.xIxs I
Upload Document '
Upload Document:
. * Bouw_Tax_Info.xIxs x R
Version Comment  Browse tothe e P emove
document you * Client Organizer.xIxs x Remove
Type comments intend to upload.
describing what Select
has changed in
this version...

M Add as a new version to existing files

Version Comments Version Comments:

Type comments
describing what
has changed in

this version.. Cancel

Selecting folder(s) and file(s) —_— N
ype Name
% 7 1 Deliverables

2. Click the check box that B
appears to the left of the item.

1. Hover over the folder or file.

2 Engagement Administration

] Type Name
(T Bouw_Tax_Info.xlxs &NEW

g Add document

Check Out/In documents

~§l Check Out

To check out 2 document,

1.  Select the document and click

 Microsoft Internet Explorer

Check Out from the Document Yol 611 Ui e Fiaak i

ribbon. Name ...Tax Information.xlsx
] From...team.gt.com
2. Check Use my local drafts
folder I [# Use my local drafts folder I
3. Click OK. oKk | _Cancel |

Open the document, make the
changes and save.

Local drafts folder is located in your Documents and called SharePoint Drafts.

Some files can harm your computer. If this information looks
suspicious, or you do not fully trust the source, do not open the file.

© 2013 Grant Thornton LLP. All rights reserved.

key as you click on each document name.

* To select contiguous documents, hold down the
Shift key as you click on the document names.

¢ File size is limited to 250 MB.

¢ File size, internet connection and network traffic
will impact the wait times for loading files and are
beyond the control of Grant Thornton.

) 1A' Alert Me

Alerts can be added for a Libraty,
folder or file.

* Library - Click Alert Me option in the
Library ribbon.

¢ Folder — Select folder and click Alert Me
on the Library ribbon or hover over the
folder name and select Alert Me from the
menu drop down box.

¢ File — Select the file and click on the Alert
Me in the Documents ribbon or hover over
the file name and select Alert Me in the
drop down menu.

Alert Me dialog box
1. Name the Alert and enter/verify email
address.

2. Select the parameters for the alert
including types of changes and frequency

of notification.
3. Click OK.
{5 CheckIn

Typically, you will be prompted to check in
documents when closing an updated
document that was checked out. Otherwise:
1.  Select the document and click Check In
from the Document ribbon.
2. Add applicable comments in the Check
in window.
Click OK.

Click Yes to continue with the check in.
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Recycle Bin

Restore deleted documents

Tax Symphony sites created after 11/16/2013
Clients with read/wtite/delete rights can restore deleted files from the Recycling bin within 30
days of deletion. All files in the Recycle Bin are programmatically purged after 30 days.

To restore a file:
1. Click Recycle Bin from left

navigation menu

Document
2. Select the file to restore ;z::zar ® Restore Selection | # Delete Selection
3. Click Restore Selection -
‘ ComactLists Type Name Created By: Deleted
To permanently purge file prior to Client Hub
. . Appropriate Use

the 30 day period elapses: _Statement = Bouw_Tax_Info.xixs Hadley, Chris 11/18/2020
1. Select file(s) Privacy Policy

: :
2.  Click Delete Selection m

List Tools The Engagement Matters and Contacts web patts utilize the List functionality.

List Tools

Navigate Up allows you to move quickly between
Site Actions = g Browse Items List visited locations.

) | Events ” Calendar |

This page location is:

Items Ribbon Items ribbon provides access to the actions that can be Ly Chient Fu : Bouw Construcion
performed on items in a hSt' Ly Bouw Construction | 2019 TR Prep
Li L ClientSpace
Site Actions ~ g7 Rrawse  Page

%B 1 version History L?j
& item Permissions

ew | MNew View Attach
Item - | Folder Ttem File

L calendar

¢ [

‘Workflows Approve/Reject

X Delete Item
MNew Manage Actions  Share & Track Waorkflows

List Ribbon List ribbon provides access to the actions that can be performed on lists.

Site Actions g Browse Page

e = T show Task Pane j [ Modify View . Current View: Q \-‘ | V] create Visio Diagram [} Form Web Parts » @ @ |
[ I 3 ] =
15 [ Ea — |[E] show Totals il [l Create Column  Default = N 4] & LS [&] Open with Access Edit List <
Datasheet  Mew Create E-mail | Al RSS  Syncto SharePoint Connect to Export to List List  Workflow
View View Row || Refresh Data View [ Navigate Up A @I I Link | Me~ | Feed Workspace Outlook cel 1] Open Schedule 7| New Quick step  Seftings Permissions Settings -
View Format Datasheet Manage Views Share & Track Conned & Export Customize List Settings

@ New Item: Add a new item to the list.
@ Edit Item: Edit the selected item.

@ Alert Me: Receive an email or mobile notification when items are added or modified in Engagement Matters and Contact Lists.

Engagement Matters Forum for messages specifically related to your engagement.

Engagement Matters An alternate approach to editing the item or adding
* Add new items using 9 Title alerts is to:
the Add new item ’ PBC Request !]\tn * Hover over the item name to display the Open
link. [+ Adarewrom | [ ‘E'-I:ﬁ:e: | Menu drop down.

Compliance Do * Click the Open Menu drop down.
Alert Me ¢ Select the Edit Item or Alert Me link.

<# | Manage Permissions
X | Delete Item

© 2013 Grant Thornton LLP. All rights reserved. 7
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Contacts
* Click Contact Lists to open the contacts web part and use the List ribbon.

Contact Lists

Last Name First Name Business Phone Email Address

Chris 212-987-3961 CHadley@Bouw.com
Martinez Elena 212-987-3979 Emartinez@Bouw.com
Randall Rebecca 212-402-8527 Rebecca.Randall@us.gt.com
Walton Casey 212-402-8754 Casey.Walton@us.gt.com

Add new Item

An alternate approach to using the ribbon to add or edit contacts is to:
* C(lick the Last Name and then select Edit Item
* (Click Add New Item link to add contact.

Calendar Calendar Tools

Events Ribbon

Events ribbon provides access to the actions that can be performed on events on the calendar.

Calendar Tools

=3

Site Actions - #.  Browse

@ New Event: Add a new item to the list.

1 version History [ P =
™ ff ‘}1 o’y v . . . .
& tvent Permissions \j ©@ J @ Edit Event: Edit the selected item.
AtFEalm mert Warkflows Approve/Reject .
L % Delete Event - T @ Scope: View calendar by day, week or month.

Actions  Share & Track Workflows

Site Actions ~  #  Browse
% % % -J J B @ Create View Current View: 'ﬁ‘ ﬁ, OT.J @Expor‘t to Excel @Wurkﬂuw Settings -
= @Mod\fy\fiew -~ Calendar - - Q) |—9 @Dpen with Access L @Llst Permissions
Day | Week Month | Expand Collapse Calendars E-mail a Alert  RSS Connect to Edit Form Web List
erlay Create Column in e v 2el utloo is arts - ettings
All Al Overl m Link M Feed Cutlook List Fart: Sett
Scope C Expand Manage Views Share & Track Connect & Export Customize List Settings
* Click Calendar to open the calendar web part and use the Calendar Tools.
Calendar ¢ P
< 2020 >
Jan Feb Mar = February, 2020
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Apr May Jun a1 1 2 3 4 5 6
Jul AUg Sep Send requested
Information to
Oct Nov Dec Grant Thornton
7 8
An alternate approach to using the ribbon to add or edit events is to:
Add an Event
* Navigate dates using the 14 15 * Hover in the desired date cell to display the Add link.
calendar available in the — e Click the Add link.
. . ‘A . . .
left navigation. - * Enter the appointment information.
* Click Save.
Edit Event

* Hover over appointment.
* Click event title hypetlink.

© 2013 Grant Thornton LLP. All rights reserved. 8
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Tax Professional Standards Statement

This document supports Grant Thornton LLP’s marketing of professional services, and is not written tax advice directed at
the particular facts and circumstances of any person. If you are interested in the subject of this document we encourage you
to contact us or an independent tax advisor to discuss the potential application to your particular situation. Nothing herein
shall be construed as imposing a limitation on any person from disclosing the tax treatment or tax structure of any matter
addressed herein. To the extent this document may be considered to contain written tax advice, any written advice contained
in, forwarded with, or attached to this document is not intended by Grant Thotnton to be used, and cannot be used, by any
petson for the purpose of avoiding penalties that may be imposed under the Internal Revenue Code.
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