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Completing Your FY26 Quick Pre-check Portal
Checklist
Learn how to navigate the Incentum client portal to provide requested
documentation and verify personal details before we start your tax return. This guide
helps you efficiently update your status, upload files, and complete your individual tax
pre-check tasks.

Accessing the Checklist

1 Open the Incentum Group checklist email
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2 Click "MANAGE CHECKLIST" to open the client portal

3 OR Select the specific checklist task within the email body
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4 Open the individual tax return pre-check project

Initial Review

5 Review the "Please read this first" instruction task
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6 Click "Mark Complete" for the instruction task

Personal Information Verification
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7 Select the "Please provide your ID" task - if this has been sent to you

8 Click "Upload document" to attach your identification and then click mark as
complete



Made with Scribe - https://scribehow.com 6

9 Click "Upload document" to attach your identification and then click mark as
complete

10 Open the task to confirm your contact number
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11 Submit your current mobile number by adding a comment and then click send.
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12 Mark the contact number task as complete
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13 Open the task to confirm your portal email address

14 Provide your preferred email address as a comment and click send.
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15 Mark the email confirmation task as complete

Income Reporting

16 Select the rental income inquiry task
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17 Confirm rental income status and provide property details via the comment
section.
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18 Review information regarding new engagement letters

Final Compliance and Completion
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19 Click "Mark Complete" for the AML Check task

20 Open the task regarding unusual tax-related events
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21 Navigate back to the main task list

22 Confirm that all items in the checklist are completed and none say View details.
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23 You will then receive a message as this - All your tasks are completed. We will
notify you when new ones are added."

24 The checklist is complete and has been sent to Incentum Team for review. Once
checked we will shortly send information for the FY26 checklists.


