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ATOM Client Portal Instructions
To access your client portal please follow the steps below:
1. Visit the ATOM website:
https://login.atomanager.com/ATOM_SJB/WebInfo.aspx 
Click on the client portal link

2. Login Information:
If you haven't accessed our secure client portal before, follow these instructions:
-  Start by clicking on the grey words, "need a password" below the blue login button.
-  It will then ask for you to enter either your email or cell phone number (Please note if we only have either your phone number OR email on file, it may not work for one, but please try the other. If you continue to have problems, please contact our office.)
-  Then you must also enter your SSN.
-  An email/text will be sent to the address and number on file with a temporary password.
-  Find your way back to the client portal login and enter your SSN as your username and the temporary password that was sent to you via text/email as the password.
-  Once you've entered the portal, it will ask you to create a password, make sure it is something you will remember so you can easily log in in the future. 
-  On that same screen it will ask you to verify your home address, email, and phone number. Make sure you hit the save button!
- You are now in your secure portal.

· If you have previously used the portal, please enter your social security number and the password you created (follow the instructions above if you have forgotten your password)

3. Feel free to explore your new portal by clicking on the three lines on the top left corner of the screen.
· Get a Copy of My Tax Return (2024 and beyond)
· Make a Payment and get a Copy of my Invoice and Receipt
- Within this tab you are able to view your balance, invoice, and previous transactions.
· Upload Documents
- Here you can easily upload tax documents and not have to bring in paper copies!
· Send Questions / Notes / Attachments
· Request an Appointment 
· Update my Address / Email / Phone / Password 

Uploading Documents
1. There is a menu in the top left corner with three dashes, click on it. 
Uploading Documents – Continued:
2. Tap on “Upload documents” and here you can either drag and drop files from your computer to your portal or you can select and use the “browse” option.
3. After you have chosen your files, you can add a description if you’d like and then click “Upload” 
4. You will receive a message in your client portal from us, stating that we have received your documents/messages. 
E-Signing Your Documents
1. The main menu will have a E-Sign box, after clicking on the box it will bring you to all the documents that have been uploaded.
2. You will see it says “E-Signature Required” next to some documents and you will have to click on those red, highlighted words in order to E-Sign.
3. Once opened, you will then enter the information below in the appropriate boxes:
· Check the box agreeing to E-Sign the document
· First & Last Name (No middle initial)
· PIN – DO NOT REQUEST A PIN! It is already set for you; the PIN is your zip code.
· Social Security #
· Birthdate – 00/00/0000 (must include the slashes)
· Zip code (again)
*If you have a spouse, they will have to e-sign following the same instructions above, then you can submit signatures once all boxes are filled with the correct information*
4. You will receive a note: You have successfully E-Signed your document, once the signature(s) have been submitted. 

Payment
You may pay with a credit card through your portal, mail us a check, or stop by our office!
To make a payment in your portal:
1. Click the “Balance Due” box 
2. Select the green, highlighted words “Pay Now”
3. It will then tell you the total amount outstanding, then press the blue “Next” button.
4. You have the choice between using your card to make the payment (Includes 3% fee) or you can use your bank information (account/routing number). No fee is associated with the bank method. 
5. Enter the information and press the blue “Pay Now’ button.
If you have any trouble navigating the portal, do not hesitate to call our office!
Old Town: 517-484-8228
St Johns: 989-224-3055
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