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STEP 1 - SIGNING IN

BDO GLOBAL PORTAL
GETTING STARTED

When you are invited to a portal, you receive an email (check your junk 

folder!) containing the following information:

You can open the invitation link in any of the supported browsers below. 

If, when you open the link, it shows you an email address that isn’t the 

one that was invited to the portal, we recommend opening the link in 

Guest mode or In Private/ Incognito mode in your browser – click your 

browser below for guidance on this.

Sign in using the email address that was used to receive the portal 

invitation email :

 If it is a Microsoft work or school account, the password will be the 

same one you use to access other services on your network (such as 

logging into Windows, accessing emails etc.) 

 If using a non-Microsoft account (e.g. Gmail), you will need to link 

your personal email with a one-time passcode.

You will also be asked to review terms & conditions, and for permission 

for BDO to access information – click Accept.

Invitation 

Link to 

access the 

portal on 

first login

Portal URL for 

future access –

save as 

bookmark or 

favourite

https://support.google.com/chrome/answer/95464?hl=en-GB&co=GENIE.Platform%3DDesktop
https://support.microsoft.com/en-us/microsoft-edge/browse-inprivate-in-microsoft-edge-cd2c9a48-0bc4-b98e-5e46-ac40c84e27e2
https://support.mozilla.org/en-US/kb/private-browsing-use-firefox-without-history
https://support.apple.com/en-gb/guide/safari/ibrw1069/mac
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STEP 2 – MULTI-FACTOR AUTHENTICATION

BDO GLOBAL PORTAL
GETTING STARTED

Global Portal uses Multi-Factor Authentication (MFA) to ensure the 

security of all data within it, and you are required to use it whenever you 

access your portal.

If you would rather use a text message as your MFA method, select I want to 

set up a different method.

On the next screen, enter your phone number, choose to receive a text 

message, and then follow the prompts on screen to authenticate your phone 

number.

If you choose to use the Authenticator App, 

please be sure to install the official 

Microsoft app. Please do not delete the app 

once installed as you will use this each time 

you access the portal.

Then, follow the prompts on the screen to 

setup the Microsoft Authenticator App as 

your chosen MFA method.
If your phone number changes, please contact either the Global Portal 

Support team (see footer) or your BDO Adviser to reset it.
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You can access the document library for your portal by clicking on the 

Documents tab at the top of the screen. 

STEP 3 – UPLOADING DOCUMENTS PT.1

BDO GLOBAL PORTAL
GETTING STARTED

If the list of folders in the left pane is not expanded, click the > icon 

next to the portal name on the left to see all available folders.

In this example, the Year ended 5 April 2023 section holds relevant 

folders for the 2023 tax return period – click the > icon to expand the list.

You will find your Tax Return Questionnaire in the Tax Return 

Questionnaire subfolder, and you can upload your tax return information 

into the My tax return information subfolder.
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To upload files or folders to your tax return information area, select B My 

tax return information from the left side menu.  

STEP 3 – UPLOADING DOCUMENTS PT.2

BDO GLOBAL PORTAL
GETTING STARTED

Simply click on the Add button at the right-hand side of the toolbar in the 

documents section and select Upload files – or simply drag and drop your 

files into the documents area.

Once your files have been uploaded, your BDO Adviser will be notified 

that you have provided your information and it’s available to review 

immediately.
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STEP 4 – NOTIFICATIONS

To be notified when documents have 

been uploaded to the Portal, click on 

your picture/initials in the top right 

corner of the portal home page and 

select Personal settings. 

BDO GLOBAL PORTAL
GETTING STARTED

Then, select Notification preferences on the left-hand side of the page 

to set your preferences. You can adjust the frequency of summary emails 

and toggle which notifications you would like to receive (Don’t forget to 

press Save). 

HELP & RESOURCES

If you have any questions regarding where to find documents in Global 

Portal, or where to upload your documents, please contact your BDO 

Adviser.

The Global Portal Support team are available Monday-Friday 9am-5pm, 

with email support queries being answered within 4 working hours.

If you encounter any issues when using Global Portal, you can contact 

support via:

Global Portal 

Support Email

Call for Support on 

0208 057 1200 

We recommend that you toggle all notifications to on and 

switch the frequency to Daily in order to be kept fully 

informed of the progress of document uploads and tasks. 

mailto:CLIENTGPSUPPORT@BDO.CO.UK
mailto:CLIENTGPSUPPORT@BDO.CO.UK


This publication has been carefully prepared, but it has been written in general terms and 

should be seen as containing broad statements only. This publication should not be used

or relied upon to cover specific situations and you should not act, or refrain from acting, 

upon the information contained in this publication without obtaining specific professional 

advice. Please contact BDO LLP to discuss these matters in the context of your particular 

circumstances. BDO LLP, its partners, employees and agents do not accept or assume any 

responsibility or duty of care in respect of any use of or reliance on this publication, and 

will deny any liability for any loss arising from any action taken or not taken or decision 

made by anyone in reliance on this publication or any part of it. Any use of this

publication or reliance on it for any purpose or in any context is therefore at your own

risk, without any right of recourse against BDO LLP or any of its partners, employees or 

agents.

BDO LLP, a UK limited liability partnership registered in England and Wales under number 

OC305127, is a member of BDO International Limited, a UK company limited by guarantee, 

and forms part of the international BDO network of independent member firms. A list of 

members' names is open to inspection at our registered office, 55 Baker Street, London 

W1U 7EU. BDO LLP is authorised and regulated by the Financial Conduct Authority to 

conduct investment business.

BDO is the brand name of the BDO network and for each of the BDO member firms.

BDO Northern Ireland, a partnership formed in and under the laws of Northern Ireland, is 

licensed to operate within the international BDO network of independent member firms.

Copyright © January 2024 BDO LLP. All rights reserved. Published in the UK. 

www.bdo.co.uk
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