First Login/ ActiveX Control Install

Thefirst thing we want to do is open up the CPA Secure initial login screen. This can be accomplished one
of two ways.

The first method, which isthe easiest, can be done by clicking on the link contained in the email you
received.

New Account for CPA Secure (www.securefiletransferservices.com)

& CPA Secure [info@cpasecure.com)
To: info@cpasecure.com

0 Welcome to CPA Secure!

An account has been created for you with the username 'johndoe@cpasecure.com’. Your new
credentials are:

Username: johndoe@cpasecure.com
Password: asv8ts

You will be required to change your password the next time you sign on.

Please use the following URL to sign on to the system.

(https://www.securefiletransferservices.com/human.aspx? _
OrglD=3886&username=jochndoe@cpasecure.com )

If you need assistance, please contact Hughes Computer Services, Inc. at 509-443-6916 /
support@cpasecure.com. Click here for Online Tutorials

Regards,
CPA Secure Notification Service

The second way, and the method used in this tutorial, isto open your internet web browser and go to
www.secur efiletr ansfer services.com.
_|E File Transfer: Not Signed On - Windows Internet Explorer
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ALL DATA EXCHANGED THROUGH THIS SITE IS SECURED LUISING 256-BIT STRONG S5L/AES ENCRYPTION.

I
l,L Sign On

Username: = SECURITY NOTICE

You are about to access a secured resource.
Only authorized personnel may access this

) site. We do record all activity relative to

Password: = logging, tracking, and identifying all persons
attempting access. We will investigate and

reserve the right to prosecute any attempt to

7.5ignOn | (% Reset | gain access unlawfully.

Once at the |n|t|al I‘(')'éi n screen you will type in the username and password provided to you by your group
admin. Then click the sign on button.



It isimportant to note here that for security purposes a person may only make three attempts to login
properly. If the user has forgotten their password they should click the request a password change link and
follow the instructions on the following page. Three or more failed login attempts will lock the user out of
the system. Technical support will be required to reauthorize access.

Once you have successfully logged in for the first time you will be prompted to change your password.

Y our password must meet certain complexity requirements. Y ou password must be at least six characters
long and cannot resemble the user name. It is recommended to use an easy to remember password while
including both numbers and | etters.

skip repetitive navigation

ALL DATA EXCHANGED THROUGH THISSITE IS SECURED USING Z256-BIT STRONG S5L/AES ENCRYPTION.

Signed onto File Transfer as Demo Admin (demoadmin@cpasecure.com).

Your Accounting Firm

ﬁ Home

[~ ]

i Users

3 Folders

‘) Logs

Find File/Folder:

Jane Doe, C.PA. _
1234 River Park Square, Suite 812 Jane@ourfirm.com
Somewhere, USA. 99457 www.ourfirm.com

Find User: @ You are required to change your password now.

o To Folder: ‘a Account Options (Demo Admin)
./Demo Admin a4

',L Change Password...
Need Help? ;

% Enter your New Password: =
@ Tech Support
Enter your New Password Again: =
All time and date stamps Now press the "Change Password” button: [ - Change Password - ]

displayed on this site

are GMT -7, except

time and date stamps
recorded during standard
time (GMT -8).

Once you have entered your password you will need to enter it a second time for verification purposes.
Then click the change password button.

The next step involvesinstalling the security Active X Control. Depending on your internet browser the
pop-up window to install may vary. Regardless of your internet browser you want to click the install link
for the Active X Control.

Step 1.

?_‘1 Account Options (CPA Secure Support)

I
‘L Wizard Installation

I noticed (due to missing cookies) that vou don't have the ActiveX Wizard installed. Would
vou like to...

- Ti to install the ActiveX Wizard

& Disable the Wizard
& Dizahle the Wizard (this ssssion only)

4 Try to install the Java Wizard

Step 2.



‘izard is instal’

srompted, pleas 1 The Wizard was NOT installed on your computer,
18y also check ti [ &)

prareing |
e D

Information Bar

— Did you notice the Information Bar?
‘ v The Information Bar alerts you to security-related conditions
[for example, if & patentially unsafe file or pop-up was just

blocked). If a webpage does not display properly, look, for the
Infarmation Bar at the top of the page and click it.

= [] Don't show this message again

Learn about the [nformation Bar ‘ Cloze ’

Step 3.
W 'f;? |* Hughes Computer Services, Inc,: CPA Secure Support | I
| |

'@' This website wants to run the Following add-on: 'Standard Metworks MOVEL Upload/Download wWizard' from 'Standard Metworks, Inc.', If

lick here. ..
C_Ic ere. _ i {Run Activer Contral
skip repetitive navigatian WRaFEthe ks
ALL DATA EXCHANGED THROUGH THIS SITE IS SECURED LISING 255-BIT &

Signed onto Hughes Computer Services, Inc. as CPA Secure Support

Mare information

(support@cpasecure.com).

Step 4.
Internet Explorer - Security Warning

Do you want to run this ActiveX control?

Mame: Standard Metwaorks MOVEIR Upload/Download Wizard
Publisher: Standard Metworks, Inc,

Don't Run

|--"‘= This Activex control was previously added ko your computer when vou installed
" w another program, or when Windows was installed. You should only run it if wou
= krust the publisher and the website requesting it, What's the risk?

Step 5.
Windows Internet Explorer

L E The Upload/Download Wizard installed Qi
L]

Once the Active X Control hasinstalled successfully you are ready to begin using your secure file transfer
services powered by CPA Secure.



