Setup New Users

We will first begin by logging into CPA Secure with your account credentials.
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Forget your password? Request a password change

Once you are logged in there will be alink in the upper Left corner titled “Users’. Click on the Users' link.
€ File Transfer: Demo Admin - Windows Internet Explorer

Q > B ’ https: v, securefiletransferservices. comfhuman, aspx?r=1656138305
File Edit View Favorites Tools Help
nks @] Equus 2] Ingram **|LogMeln W LLIX CPA Secure W Testing CPA Secure (%) Login to Hushmaill &2 FormSpring & | Vonage g Co

W 4 | WP File Transfer: Demo Admin

skip repetitive navigation

ALL DATA EXCHANGED THROUGH THIS SITE IS SECURED LISING 256-BIT STRONG SSL/AES ENCRYPTION.
Signed onto File Transfer as Demo Admin (demoadmin@cpasecure.com).

@ Home . .
el Your A ccounting Firm
v Logs

Find File/Folder:

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

Somewhere, USA. 9945

www.ourfirm.com

) Home / Demo Admin

',L Folders and Files

/Demo Admin

Name Created Size/Contents Creator
£3 client Uploads 3/10/2008 1:38:59 PM 10(12)
Need Help? Advanced View - Add Folder - Permissions and Settings

Q Tech Support {
,L Upload a File Now...

All ime and date stamps Select a folder: | Home / Demo Admin __V__I
displayed on this site

are GMT -7, except

time and date stamps / CLICK HERE to Launch the Upload Wizard...
recorded during standard
time (GMT -8).




When the next page loads click on the “add new user” link in the lower Right area of your screen.
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Signed onto File Transfer as Demo Admin (demoadmin@cpasecure.com).
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Thiswill bring up the “Add New User” page.

For the “User Name” please enter the users email address. For the “Full Name” enter the usersfirst and last
name. For the“Email Address’ enter the users email address again so it can be used for email notifications.
This should be the same email address that islisted in the above username field.

The next field is Email Notification; it is recommended that you leave this notification to on for most
applications. Permission will be automatically set to user.

The next field will be assigning the users temporary password. It isrecommended to allow the system to
generate the users temporary password by leaving the use suggested password option selected. |f needed you
may type in a custom password for a new user. Please note that the password is temporary and will be
changed by the user at first login.

The next two boxes are of importance. Select the check box to email account information to new user. Upon
selecting this option the following check box “Force user to change password on first login” will be
automatically selected.

Selecting the options in this manner allows the CPA Secure serversto email the account credentials to the
user you are setting up. This prevents the accountant or administrator from having to generate a separate
email to notify the new user.



Click the“Add New User” button in the lower Left corner of the screen and your user has been successfully
added.
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Signed onto File Transfer as Demo Admin (demoadmin@cpasecure.com).
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./Demo Admin Assign a user account for each employee and/or customer with whom your organization must
communicate securely. Please use the E-Mail Address as the Username.
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Notes:

Group Membership: |Demo CPA Group
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To assist the accountant or administrator in the setup of multiple users the page will automatically reset with
blank fields and a new system generated password for the next new user. It should be noted that only the
accountant or the administrator can add new users.



