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1. CREATING A PORTAL LOGIN

You will be sent an email by clientportal@milstedlangdon.co.uk with a portal invitation when you have been
added as a client contact by Milsted Langdon.

You may need to check for this email within your junk folder, depending on your email security settings.
The email you receive will ook like the below. Please do not reply to the email as it will not reach anyone.

To accept the invite, please click ‘Click Here to Accept’. This will be highlighted in orange within the email,
as shown below.

MILSTED LANGDON

You are invited to Milsted Langdon’s Client Portal.

Please click below to accept the invitation to access your Client Portal.

Click Here to Accept

This is an automated message from Milsted Langdon

If you have a Microsoft email account you will then be prompted to sign in to your Microsoft account so you
access the portal. If you don’t have a Microsoft email account, you will be prompted to click on a button that
will send a verification code to the email address that we have registered for you.

Once you have received the verification code, you will need to enter it where prompted and then select ‘Sign
In’. You will then have access to the portal.

If you agree to the permissions we request, you can
Permissions requested by: ‘Accept’ these on the screen opposite. Please note
that you will need to accept these permissions to gain

Milsted Langdon
. access to the portal.

milstedlangdon.onmicrosoft.com

wyTe

By accepting, you allow this organisation to: Once accepted you will be taken into your portal.

v Receive your profile data . . . .
If at this point, or at any point when using the

B client portal, you have any issues then please emalil
' Lseyour proflie data and activity data advice@milstedlangdon.co.uk or get in touch with
You should only accept if you trust Milsted Langdon. Read Milsted your usual pOint of contact at Milsted Langdon.

Langdon's privacy statement. You can update these permissions at
https://myaccount.microsoft.com/organizations.
Learn more

v Collect and log your activity

This resource is not shared by Microsoft.

Accept
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2. PORTAL ACCESS

You can access the portal by clicking the link in the notification email you receive when documents are
uploaded to your portal, or at any time by visiting our website and selecting ‘Client Portal’ at the top of the

homepage.

@ Careers Client Portal

Talk to Us

WELCOME TO

MILSTED LANGDON

You can also access it directly via this link: Client Portal - Home

3. PORTAL FEATURES

a. Homepage
The client portal will have a ribbon at the top of the page that looks like this.

MILSTED LANGDON Microsoft 365
o |
(ML) Client Portal Home  Recycle bin
ot

You will then be able to see the portals you have access to, as below.

Your Portals

Client Portal

Open Client Portal

Click on the ‘Open Client Portal’ to go to that portal and your documents will be stored within.
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b. Uploading a document to the portal

To upload files to the portal you can simply click on ‘Upload’ and then ‘Files’ or ‘Folder’ and browse for the
file(s) you want to upload on your device.

) Please note for large data backups please
Client Portal continue to use our large file upload wizard, which
Files  Back to Central Portal  Recycle bin  Edit can be found here: Large File Upload Wizard

7T Upload v | [} Alertme (3 Manage my alerts

% Files

Files [y ~ |E Folder

c. How to download a document

Locate the document you want to download and tick the box to the left of the document name.

Then either click the ‘Download’ button on the ribbon, or click the three dots to the right of the document
name and click ‘Download’ from the list of options.

Client Portal (@ Open >
Files Back to Central Portal Recycle bin __ Preview

& Manage access

+ New v & Open ¥ L) Alertme [3 Manage myalerts |1 Download | E) Rename -

£ Alert me

Files > Documents - )
5 Manage my alerts

i\ D Name ~ Modified ~ Modified By - & Details

@ &) Accounts.pdf -+ [ Monday M Mann More

d. Getting back to the Central Portal

Please click on the ‘Back to Central Portal’ button as shown below.

Client Portal
Files I Back to Central Portal I Recycle bin

T Upload v L) Alertme [3 Manage my alerts

Files [y -~

D Name ~ Modified ~ Modified By
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MILSTED LANGDON

Our offices:

Bath office:
Q 01225 904940
4 Queen Street,

Bath,
BA1 1HE

Taunton office:
Q 01823 445566
Winchester House,

Deane Gate Avenue,
Taunton, TA1 2UH

Bristol office:
Q 0117 945 2500

Freshford House,
Redcliffe Way,
Bristol, BS1 6NL

Yeovil office:
Q 01935 383500

Motivo House,
Yeovil,
BA20 2FG

London office:
Q 0203 150 1113
Work.Life St Cross Street,

7 St Cross Street, London,
EC1N 8UB
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Disclaimer - for information of users: The information in this document is intended for general advice only and no action should be taken in respect of individual circumstances
without receiving specific advice. Date of publication: August 2025. Milsted Langdon is a trading name of Milsted Langdon LLP, a limited liability partnership registered in England

with LLP number 0C329479.

MGI Worldwide is a network of independent accounting, legal and consulting firms. MGI Worldwide does not provide any services and its member firms are not an international
partnership. Each member firm is a separate entity and none of MGI Worldwide, MGI Ltd., nor any member firm accepts responsibility for the activities, work, opinions or services
of any other member firm. For more information visit https://www.mgiworld.com/legal
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