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The client portal 

TAX client portal is your own online library: payslips, taxes, contracts...  

 Accessibility. You have access to your documents 365 days a year, 24 hours a 

day online. Watch the payslips, taxes... whenever and wherever you want. 

 Communication. You can communicate your advisor the certificates of 

discharge, medical leaves and contract modifications using your client portal in 

a quickly, simply and flexible way. 

 Security. TAX client portal is a secure environment that meets the security 

settings, unlike e-mail or fax. In TAX we know that we work with confidential data 

of your company and therefore, we want to ensure that you receive all the 

documentation we generate in a secure means such as the client portal.  

 Organization. In the client portal you can find all your documents ordered in 

folders (labor, fiscal, initial documents...) that specify the name of the document 

you can find. Therefore, you will have your company’s documents well 

organized.  

 

How to access to your client portal  

Go to www.tax.es and introduce your username and your password (the same 

username and password you had before to access to the portal) at the top right of the 

screen.  

 

Important:  

Your username and password are the same you had before. If you don’t 

remember it you have the option 

REMEMBER PASSWORD or you can 

contact with your TAX office.  
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How to remember your password 

 

 

 

 

 

 

 

What functionalities does the client portal have? 

Once you have entered to your private area, on the left side of your screen you will see 

a menu with the option CLIENT PORTAL 

 

The client portal is divided in three sections:   

 Your documents: to access to your payslips, contracts, taxes... 

 Contact with your advisor: in order to send a message to your Tax advisor.  

 Historic requests: a summary of all the messages you have sent to your advisor.   

We are going to see the functionalities of each of them.   

 

 

 

 

 

 

 

 

 

 

Click here and the system will 

send you an email with your 

password 
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YOUR DOCUMENTS 

 

 

Let’s see the functionalities you will find in YOUR DOCUMENTS  

 

 

 

 

 

 

 

MY COMPANIES. In case 

you have more than 1 

company, you can 

choose here the one you 

want to see the 

documents of. 

MY FOLDERS. Drop-down list 

with all your folders: labor, 

taxes, intern... 

SEARCH FOR DATES. You can 

select a specific range of 

dates or month of which you 

want to see the documents of.    

LAST DOCUMENTS 

ADDED. The last 

documents your 

advisor has added to 

your portal. 
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MY COMPANIES 

If you have more than one company with the same username and password, you have 

access to all of them. You just need to click on the drop-down list MY COMPANIES and 

choose the one you want to see the documents of.  

 

 

 

 

 

MY FOLDERS 

Here is where you can choose the type of documents you want to see by clicking on 

the correct folder of the drop-down list below . For example; if you want to see the 

payslips, you need to choose LABOR-PAYSLIPS  

 

 

Important:  

If you do not want to filter through folders and you want to see all the 

documents your company has in your portal, you need to choose the option 

MY FOLDERS of the drop-down list.  
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SEARCHER BY DATE 

You can filter:  

 Month in which you want to see the documents that are uploaded in the portal. 

Choose the drop-down list you are interested in.  

 Date range: for example from January the 1st 2013 to June the 29th 2013.   

 

 

 

 

 

 

 

 

 

 

 

 

 

Important:  

If you want to see all the documents you have in the portal, regardless of the 

date, you have to choose the option ANY MONTH of the drop-down list.   
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LAST DOCUMENTS ADDED 

When you access to YOUR DOCUMENTS you will see the section LAST DOCUEMENTS 

ADDED, where you will find the last documents (PDF, excels, words...) that have been 

added recently by your advisor.  
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HOW CAN YOU SEE THE DOCUMENTS OF YOUR PORTAL  

When you access to YOUR DOCUMENTS, as we have already seen, you can use the 

filters you prefer to see the documents. Once you have done the filters (company, 

folder and dates) all the documents that match with your research will appear on your 

screen. 

 

 

 

 

 

 

 

 

 

 

 

Documents found screen  

Name of the document with 

the date and time that has 

been added by your advisor.  

i Person of your company that 

has opened the document 

(with the date and time 

he/she has done it) 

Icon you have to click to open 

the chosen document.   

mailto:marketing@tax.es


Operating instruction for Tax’s customers Client portal 

 

Support: marketing@tax.es. Tel. 902 365 500 

 
 

CONTACT WITH YOUR ADVISOR 

  

 

Let’s see the functionalities you will find in CONTACT WITH YOUR ADVISOR  

First of all, in case your username can be used to access to more than one company, a 

drop-down list with all your companies will be opened. You just need to choose the 

company you want.  

 

If you just have one company, this step will not be necessary.   
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Automatically, two forms will appear on your screen:  

 Fiscal request 

 labor request 

 

By clicking on what you are interested in, the next screen, that you have to fill with the 

information requested, will appear.  You can attach up to three files.  

When you have completed all the information just press SUBMIT and your TAX advisor 

will automatically receive your query / request. 

 

 

You can attach and send 

your advisor up to  3 

documents/files  
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HISTORIC REQUESTS 

 

 

 

Let’s see the functionalities you will find in the HISTORIC REQUESTS area.  

Firstly if your username has access to more than one company, a drop-down list with all 

of your companies will open. Simply select the company that you want to make an 

inquiry. 

In case you just have one company, this step will not be necessary.  

 

By clicking on the company you are interested in, you will be presented with the 

following requests / queries screen that you have done to your TAX advisor. 
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Important:  

Should you have any questions related to the operation of your client portal, 

please contact your advisor.  
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