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Step by Step Instructions    

1. You will receive an email from marti@themascpa.com with the below subject line: 

 

 

2. Click on “ACTIVIATE” BUTTON (See below) 
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3. After clicking “Activate” it will automatically take you to the a create password 

screen.  

 

Enter & Confirm your 12 digit password, then click “Activate Your Portal” 
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4. Once your password is accepted it will be submitted and take you to your Client 
Portal page. 
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5. Here’s what your client portal will look like 
 

 
 
 
 
 

6. Before leaving this screen be sure to “Bookmark” this webpage so you can go back 
easily. To bookmark simply click the star to the upper right corner of your page.  
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7. You will notice # Items to your left. These are your file drawers.  

 

 

  



6 
 

8. #Home- this is a welcome letter which has links for smart phone App 
 

 
 

9. #Dashboard- this screen gives you a birds eye view to monitor the status or prompts 
of what is needed from you. 
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10. #Documents- this is where documents personal & company tax documents you 
upload and tax returns to download where be stored, shared, & retrieved 

 
 

11. How to upload documents to your Qount Portal (In this example I’ll try to upload my S 
election form received from the IRS) 

 
a. Click “#Documents” (on left side of the blue panel) 

 
b. Double click the appropriate folder you would like to drop document into 

(Personal or Business Folder, I’ll use my LLC as an example) 

 
 

c. Then you will see the Client Uploads & the Prior Year Tax Returns folder. 
Double click the “Client Uploads” folder 
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d. Click the green bar that says “ Please Attach or drag & drop files to upload” 

 
 

e. Find file you are trying to upload 

 
 
Then click “open” on the bottom right of your screen: 

 
 

f. You know it was uploaded when you see it in the “client uploads” folder  

 
 

12. #Esignatures- this is where you will sign documents digitally directly on Qount, we 
will then be able to Efile your tax return. (Your Engagement letter will also be here for 
you to sign by Feb. 15th) 
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13. #Estimated Taxes- if you have estimated taxes scheduled, Qount will automatically 

remind what’s due when.  
 

 
 
 

14. #Questionnaires- (will used going to the 2026 tax season ignore this for now) 
 



 

 

 



6 STEP INSTRUCTIONS  
HOW TO UPLOAD DOCUMENTS TO YOUR QOUNT PORTAL 
 

 (In this example I’ll upload my S election form received from the IRS) 

 
1. Click “#Documents” (on left side of the blue panel) 

 
 

 
2. Double click the appropriate folder you would like to drop document into 

(Personal or Business Folder, I’ll use my LLC as an example) 

 
 
 

3. Then you will see the Client Uploads & the Prior Year Tax Returns folder. 
Double click the “Client Uploads” folder 

 



 
 
4. Click the green bar that says  

“Please Attach or drag & drop files to upload” 

 
 
 

5. Find file you are trying to upload 

 
 
 
Then click “open” on the bottom right of your screen: 

 
 

6. You know it was uploaded when you see it in the “client uploads” folder  
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