
Adjusting File Retention Settings 
 
 
 
 
Step 1. 
 
As an Accountant/Admin, Log into CPA Secure. 
 
Step 2. 

 
Select the “Folders” link in the upper left hand area. 
 
Step 3. 
 

 
Select the folder labeled “Home”. 
 
 
 
 



 
 
 
 
Step 4. 
 

 
Select the “Client” folder you wish to adjust. 
 
 
 
Step 5. 
 

 
Select the link “Permissions and Settings”. 
 
 
 
 



 
 
 
 
Step 6. 
 

 
 
Adjust “Delete old files after” and “Display New Files for” fields to the desired retention period. 
 
Examples of File Retention Policy Using the Settings Shown Above -  
 
Example 1.  An accountant uploads a file to a client on day one.  Client downloads the file on day two.  CPA 
Secure maintenance routines will remove this file from the system on day 6.   
 
Example 2.  An accountant uploads a file to a client on day one.  Client downloads the file on day eight.  CPA 
Secure maintenance routines will remove this file from the system on day 10. 
 
Example 3.  An accountant uploads a file to a client on day one.  Clients does not attempt to download the file until 
day eleven.  CPA Secure maintenance routines already removed this file on day ten before the client had logged in 
to download the file. 
 
Summary -  An additional explanation of the CPA Secure Default File Retention Policy could also be stated in this 
manner:  A file that is downloaded by your client will remain on the system for 5-days after the file is download to 
give your client the option of downloading the file again should they need to for any reason.  If your client has not 
attempted to download their file the system will remove this file in 10-days and the accountant will need to upload 
the file to the client again if the file is still needed by the client. 
 
 
 


