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nvIing a new USEr [0 manade a company

If you would like to invite a colleague or team member
to access the KPMG portal and to manage your
company, you can use the “Invite user” function.

Select “Client Accounts” on the left. Under “Invite
user”, type the email address of the user to whom you
want to grant access. With this, the user will be able to
login using their email address and see and manage your
company.

At “Company” you need to select the company which
the new user can access after the invitation. (If you have
one company only, then you can select only that one
company. If you manage several companies in the same
account, then you need to select the right company
here).

If all is set, click “Send invitation”.

KPMG

Invite user
Services Email Company

Selected companies

= Business Details

[ Client Accounts

[ @ it Client account

X Data Upload Email Company

B Return Library ‘ ‘

Type at least two characters for the email address or company name

Invite user

Email Company

‘ inviteuser@test.com ‘ test -

Send invitation

test Ltd (10091)

Invite user

Email Company Selected companies

S,
- ( test Ltd (10091) X :I

- s

‘ Inviteuser@test.com

Send invitation
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nvIing a new USEr [0 manade a company

If the invited user does not have an account
on the KPMG portal yet, they will receive an
email (subject: “KPMG Services - Company
Assignment”)

By clicking the “Register” button from the
email, the invited user will be directed to the
KPMG portal. They should enter the relevant
email address and a new password, then click
“Create Account”. This will activate the new
user account. Once the new account is
created, the new user can now login and
access your company information.

Dear Client,

You have been invited to manage the KPMG account of the below company.
Please click the link underneath to setup your access rights. After that you will
be able to login and see or manage the account details.

Kind regards,

KPMG VAT Compliance Team

o
{
Create your account U

Email

Password

By signing in or creating an account, you accept
our General Terms of Business and Privacy
Statement. i i

Create Account

l You already have an account? Please sign in

W S WO T T
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Sign in to your
account

Email

Password

By signing in or creating an account, you accept
our General Terms of Business and Privacy
Statement.

Forgot your password? No account yet?




Adding an existing User 1o managde a company

If a User already has an account on our portal, you

can invite the User to be added to manage your  (incaccount

company as per the above steps, except that the ema

User will not be asked to create a new account oo
and can have access to your company information

once they log in to the portal.

inviteuser@test.com

( est02a(i0333) ® ) Edit companies
Edit companies

testcompliance@kpmg.hu

Alternatively, under the “Client account” section,
enter the company name that you would like to
assign in the “Company” field. You will see all the
Email addresses/usernames which are managing

the company. By clicking “Edit companies”, you &immm
can assign a specific company to a selected user.

Edit companies

Company

test Ltd (10091)

Client account

. . . [ |
In this way, multiple companies can be managed
by selectegl users.-ln other wgrds, multiple users it &) (ol
are managing multiple companies. (oo #) (oo ® )
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Adding 2 new company Under anexisting account

If you have several companies and want to bring these to KPMG, we offer an easy solution to centralize your company
management. You can create a new company in the top right corner, next to your current company account, by clicking
“New Company”, then selecting the applicable service for the new company.

test Ltd - MNew company ~ inviteuser2@test.com ~ &% English

Vart

loss

This will trigger the sign up flow for a new company.
Please refer to our respective guide for more
information about this process. test 02 Ltd -

Now you have multiple company accounts listed in test Ltd

the top right. To switch between different

companies, just simply click the company name.
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REMOVING a USEr froma company

Find the user you would like to remove under “Client accounts”, and click the “X” for each company.

M ‘ test Ltd v ‘ New company ¥ inviteuser@test.com v ﬂe |

Invite user

Services Email Company Selected companies

[ Business Details ‘ ‘ | 7

[@ client Accounts

B Order History

Client account

2. Data Upload Email Company

& Master Data ‘ test ‘ |

B Return Library

Edit companies

A message will pop up, click “OK” to confirm.

admin.kpmgvat.com says

Are you sure you want to revoke the access to this company? F
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REMOVING a USEr froma company

The user will be removed from the list
and their access to the selected company
will be revoked:

The user will receive an email notification
regarding their removal (Subject: KPMG
Services — Company Removal):

Invite user

Services Email Company Selected companies

= Business Details ‘

B Order History

Client account
X DataUpload Email Company

& Master Data ‘ test ‘ ‘

B Return Library

inviteuser2@test.com

test L
4 « L2 2 Showing 1-1 of 1

Dear testcompliance@kpmg.hu

Please note that your access to the following company has been removed. Ifyou
have any question please contact us.

Company: test Ltd

Kind regards,
KPMG VAT Compliance Team
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inviteuser@test.com v &% English v

Edit companies



LNBCkINg Now many companies are managed by your account

Please type in your user name (email address) under “Email”. You will see all the companies that are
managed in your account.

M New company ¥ testcompliance@kpmg.hu~ & English ~
Invite user
Services Email Company Selected companies

= Business Details ‘ ‘ ‘

B oOrder History

Client account

X Data Upload Email company
i @
B Return Library ” inviteuser H ‘ ‘
ype at least two characters for the email address or company name
Email Companies
B ( ) e e) |

If you enter the email address of a colleague, you can also see a list of companies which you manage together
with that colleague. You will not see details of any company which you have not been assigned to.

KPmG! 0
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LNBCKINg oW many accounts are manading a certain company

Enter the company name under “Company”; here you will see all the users who are currently managing the
company.

M New company ~ testcompliance@kpmghu~ & English ~

Invite user

Services Email Company Selected companies

Business Details ‘ ‘ ‘

B Order History

Client account
2 Data Upload Email Compan,

B Return Library ‘ ‘ ‘ test Itd ‘

Edit companies
Edit companies

m 10
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HOW [0 Change emdil address

If you would like to change the email address of your account, you should click “Change email” from the
dropdown under your email address, provide the new email address and click “Save”.

test Ltd v Mew company inviteuser2@test.com ~

Logout

—

Change email

New email

l change@email.com| I

=
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HOW [0 Change emdil address

You will receive, in the newly set up and

saved mailbox, an email asking for

Veriﬁcation Of the email Change (SU bject- Your email address change@email hu has been recently added to your KPMG
. . ’ account as a new contact email and username.

KPMG — Verify new email address):

Dear Seller,

Please verify that this is comrect and you want to you use this email address in
the future.

Click “Verify”.

The new email address will not become active until verified.

If you are not logged in to the system,

Kind regards,

this will take you to the login page. KPMG VAT Compliance Team

Please login, using the old email address

as your username. R
KPMG

Your email address has been changed. To finalize the change please logout and login again using your new email address.

If you are already logged in, you will see e o e

the one-line confirmation below after
clicking “Verify”.

m 12
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HOW [0 Change emdil address

Now you need to logout and login using
your new email address.

Meanwhile, the old mailbox will receive a
notification that the email address has
been changed.

The new mailbox will receive a

confirmation of the successful change too.

Dear Seller,

This is to inform you that the email address on your KPMG account has been
changed. You have no longer access to your account via this email address and
you will not receive emails from us at this address anymore.

Kind regards,
KPMG VAT Compliance Team

Dear Seller,

This is to inform you that the email address on your KPMG account has been
changed. You have now access to your account via this email address and you
will receive our emails at this address.

Kind regards,
KPMG VAT Compliance Team

13
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HOW [0 Change emdil address

Now the change of contact email address where you receive our email notifications and the login email
address that you use to access our system is done. Now you can login and manage your company/companies
via your new email address.

test Ltd v ‘ New company ~ change@email.hu v
company  China, 430010, Guangzhou, Guangfa Av 1200 ID: 10091
test Ltd CN33333333

0086183111111 | Mr Xin Liu

EN
%"_:
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