
 

Activating Your SmartVault Portal 

 

1. You will receive an invitation to join our portal to your preferred email address. 

Please make sure the email you provided in your organizer is the correct email 

address. 

 

2. The email will be from Notify@My.SmartVault.com.  Please check your spam folder 

if you do not see it.  In the email, you will see a button that says “Activate”. Click 

this button and it will take you to our portal to set up your login information. 

 

 

3. Complete the “Access your Documents” form.  Please make sure the information 

you submit is accurate. Choose and confirm a password.  Read and accept the 

terms of service and click on “Create My User”. 

 

4. After you “Create My User” you will be prompted to the “Sign In” screen.  If your 

password does not automatically populate, please enter your chosen password. 
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To upload your documents 

A. Select Upload documents from the panel on the left of the page or use the Secure 

Document Upload box in the center of the screen.  

 
 

 

B. Select “Send to MonettiStandard”. 
 

 

C. Select “Upload file”. 

 

 
 

 



D. You may either drag and drop your files into the highlighted area OR browse and 

select files and upload.  After you upload your file, click Save. 

 

 
 

E. Your document will then show up in the Send to MonettiStandard folder (see 

below).  Once you see that your documents have been successfully uploaded, you 

can exit SmartVault. 

 

 
 

➢ Please make every effort to combine your documents and save as one PDF file 

rather than uploading single documents. This will help ensure that your return is 

processed in a timely manner. 

 

➢ Lastly, we will receive a notification that you have uploaded your files.  We check 

for notifications daily so there is no need to call the office and verify.  If you see 

the files in your folder, we received them!  


