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LOGGING IN  

Go to www.sivialaw.com and click on “Client Portal – Log In Now” (pictured below) or you can go 

directly to our site by entering http://www.sivialaw.com/client_portal.asp into your web browser.   

 

To begin the Log In process, enter the member number provided to you by SBLS.  Next, enter the 

answer to your security question.  Finally, enter your password.  This will take you to the SBLS Client 

Portal Home Page.  

 

http://www.sivialaw.com/
http://www.sivialaw.com/client_portal.asp
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The SBLS Client Portal Home will provide you with a dashboard overview of the documents and 

outline accounts you have stored in your SBLS Client Portal account.   
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PERSONAL INFORMATION  

Personal Info is where your individual information is stored.  TO edit any of your personal 

information, make any changes necessary and click “Save Changes” at the bottom of the screen.   

 

You may also add a Secondary User, such as a spouse, after the Primary user that will use the same 

Login information, but will have separate Account Info, and also the ability to upload and download 

their personal documents.   
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Your Login Info is how you will be able to log in and access your SBLS Client Portal account.  The 

email you enter in this area will be used in the event you need to reset your password.  You can always 

change you password as well as a security question and answer.   

 

Your Privacy settings are where you can allow Account Info to be seen or hidden from SBLS.  This is a 

personal choice; however, any information provided via the SBLS Client Portal will never be seen by 

another party, including pre-approved Family and Advisors who are provided a Login.   



6 

 

Sivia Business and Legal Services, P.C. | 217 S. Main Street, Edwardsville IL 62025 | 618-659-4499 | www.sivialaw.com 

 

  



7 

 

Sivia Business and Legal Services, P.C. | 217 S. Main Street, Edwardsville IL 62025 | 618-659-4499 | www.sivialaw.com 

ONLINE ACCOUNTS  

Online Accounts is an area where you are able to store your usernames and passwords for your various 

online accounts such as: Social Media accounts (Facebook, Twitter, LinkedIn, etc.), Bank accounts,  

Online Shopping accounts, etc.   

 

You can assign an online account to a primary, secondary, or joint user.   

 

 

Any accounts that are store will be stored by the account holder.  To add a new online account, click 

“Add an Account” and enter in the information for the new online account and click “Add”.  
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DOCUMENTS  

Documents are where all of the documents are stored in your SBLS Client Portal account.  To view any 

documents, click on the links to open them as PDF’s.  The Description field next to each document is 

editable.  To do so, make any changes to the field and click “Update Descriptions”.  

 

On your list of documents, you may see some that have a “Delete” link next to them and some that do 

not.  The ones that do not have this link have been locked by SBLS.  A locked document cannot be 

deleted by the client.   

 

To share a document with an Advisor or Family member that has been linked to you by SBLS, click the 

“Share” checkbox next to the appropriate document.  Then, from the dropdown menu, select the name 

of the Advisor or Family member with whom you would like to share and click “Share”.  To cancel 

sharing, click the “X” icon beneath the document next to the name of the Advisor or Family member 

with whom you want to end sharing.   
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Any documents that have been left unlocked by SBLS you are able to upload.  To do so, scroll to the 

bottom of your screen.  Browse your computer for the appropriate file, assign the document name 

from the dropdown menu (you can chose the primary user, secondary user, or joint), enter a 

description (this is optional) and select an owner of the document.  Click the “Upload File” to add this 

document to your SBLS Client Portal account.  
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QUESTIONS  

For questions, or additional information regarding the use of the SBLS Client Portal, there is contact 

information on the top of your Home screen or at www.sivialaw.com.  

 

You may also call our office to schedule a Free 30-minute tutorial appointment in our office.   Our 

Marketing Communications Manager will sit down and give you a complete demonstration of the 

SBLS Client Portal and answer any questions at this time.  This is a great opportunity to get 

acquainted with your own personal Login, as well as add Advisor and Family members to your 

account.   

 

 

http://www.sivialaw.com/

