
Step 1. Go to the email sent to
you inviting you to set up and
account. Click on the 'Active'
button an follow the link and fill in
your details to set up your
account including phone number
and password.

SETTING UP YOUR SMARTVAULT

Step by step guide to create your SmartVault account

Step 2. Sign into your account

Step 3. You should see the screen below. Click on 'Files and Folders'



Step 4. You should then see two folders in the centre of the screen. Click
on your company or your name. Example shown is for 'Bright Blue Training'

Step 5. You should see a list of folders. These are relevant to the
services that you have from Bookkeeping 4U. (if you have payroll, you
will have payroll folders, if you have VAT, you will have VAT folders
etc) Click on 'Send to Bookkeeping 4U' and add the documents or files
you wish to send to us. They will automatically appear on our
SmartVault.

Step 6. You can just email or text to let us know you have uploaded
into SmartVault.


