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Client Log in Instructions:

Once you receive an e-mail that your tax preparer has created a SecureFilePro™ your account, click
the link and follow the steps below to complete your account set up.

1. Enter the last four of your SSN, and establish a password. The password
requirements are:

a. Minimum 8 characters.

b. Contain at least one uppercase letter.
c. Contain at least one number.

d. Contain at least one special character.
e

Cannot contain spaces.

Enter Your New Password

Enter the last 4 digits of 1235
your Social Security

MNumber *
Fassword * sssssssne
Confirm password * [—

2. Once this is done, you will be able to log in to the site using your assigned username
and the password you created. Make sure you are on the Client Sign In before
entering your information.
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Username:

Password:

Forgot username or password?
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Upload/Download Files:

Files From Preparer:

After you log in you will be taken to the Client Home page of your tax preparer’s site.
Follow the instructions below to download your files.

ﬁ Home Sign Out
Drake Software Test Account

My Folder # Client Home

B8 Documents from Preparer Sort H

B Documents to Preparer

File uploads not allowed.

Getting Started

Click on the folder labeled Documents from Preparer or the Public section to view files available for download

Click on the folder labeled Documents to Preparer to upload files to your tax preparer.

Public

Cepyright © 2011 Drake Software. Al rights reserved.

1. Click Documents from Preparer.
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=] ome B]s) =] 0 Frepare
# 2011Testing Assignment Draft.docx
Added: 1/18/2012 9:03:54 AM 13 KB

2. Click Download beside to the file you want to retrieve.

B Home Sign Out

Drake Software Test Account

My Folder # Client Home » Documents from Preparer

& Documents from Preparer 1] Sort |By Date [=] T
B Documents to Preparer File uploads not auom)
] 2011Testing Assignment Draft.docx Downloal
Added: 1M8/2012 9:03:54 AM 13 KB V‘\TE?
(%] ddmbackup.png Downloa
Added: 1M7/2012 10:25:48 AM 15 KB
Sleep Away.mp3 A Downloa
Added: 12/28/2011 5:19:00 PM 4343 KB
Maid with the Flaxen Hair mp3 H Downloa
ded: 12/28/2] 5:18:59, 4114
QI AWV oV N o

NOTE: You can download multiple files at a time.

a. Todownload the folder:
o Under Folder Actions, select Download Folder.
o The program preparers a ZIP file.
o Click Download and follow your browser’s download processes.

My Folder

& Documents from Preparer Folder Actions ‘'we

# Client Home » Documents from Preparc

Expires?

Expires;

-Dncuments to Preparer Batch: [ ]

ScheduleR &
118 KB Iy
K Download Folder

TAX168.B
2 KB

Added: 12282012 1:45:45 PM
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b. For All files:

Click the checkbox for Batch.

Click Download link given as a Batch option.

The program preparers a ZIP file.

Click Download and follow your browser’s download processes.

My Folder # Client Home » Documents from Preparer

O O O O

# Documents from Preparer Folder Actions W Sort |By Date |~
B Documents to Preparer Batch: [ Download Download files from your preparer here.
ScheduleFindApptRevamp.vsd B Download
118 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013
TAX168.BAS A Download
8 KB Added: 12/28/2012 1:45:49 PM Expires: 01/27/2013
#] TCM Proposal docx B Download
23 K8 Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013
£ TCM Comparisons.xlsx A Download
15 KB Added: 12/28/2012 1:45:49 PM Expires: 01/27/2013
# TCM Proposal2. docx B Download
TIKE Added: 12/28/2012 1:46:49 PM Exoires: 01/27/2013

c. For multiple files:
o Click the checkboxes of the files you wish to download.
o Click Download link given as a Batch option.
o The program preparers a ZIP file.
o Click Download and follow your browser’s download processes.
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Public

# Client Home » Documents from Preparer
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Folder Actions N Sort |By Date [<]
Batch: [ Download Only selected files are Download files from your preparer here.
downloaded.

ScheduleFindApptRevamp.vsd 0 Download
118 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

TAX165 BAS H Download
3 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

| TCM Proposal docx H Download
23 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

=] TCM Comparisons xlsx A Download
15 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

| TCM Proposal2 docx A Download
79 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

'] Doc Mgt - ShariReview. docx A Download
14 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

) 08162012 SchiMeeting.docx 0 Download
76 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

=) PCL5eSupportLists xlsx 0 Download
18 KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

- Seapine_Drake TCM M_pdf 0 Download
S3KB Added: 12/28/2012 1:46:49 PM Expires: 01/27/2013

3. For all downloads follow the on-screen instructions for your specific browser.
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& Save s g
(o)) | & Wane Doe » Downloads » - l ¥y |'[ search Downloads 2
Organize New folder = @
w4l Libraries *  Name : Date modified Type
_*| Documents | eftest 1/20/201210:53 AM ~ File folder
o Music i) 2011 Testing Assignment Draft.docx 1/18/2012 904 AM  Microsoft Of
=] Pictures =|  iH) 2011 Testing Assignment Draft-1.docx 1/18/2012 905 AM  Microsoft Of
B videos &) Tools.docx 1/20/20129:22 AM  Microsoft Of
A Jane Do
L. .cmmfs
|. AppData
5 Contacts
m Desktop
& Downloads
L eftest
1 dotnetfx_clea
- G T ) b
SIPY T R 011 Testing Assignment Draft (1).doc -
Save as type: [Mir_mso& Office Word Documnent r]
=« Hide Folders ( I Save )| Cancel
e —
o

NOTE: If you cannot download the file, check your browser settings to ensure that
downloads are allowed.

4. Once the file(s) are downloaded to your preferred location, you can view them as
needed using your browser’s view downloads or Windows Explorer.




SecureFilePro™ - Client Information (. 'rake

O s [ Ve P R

Files to Preparer:
You can Download Files to Preparer by following the instructions below:

h Home Sign Out
Drake Software Test Account

My Folder # Client Home

I Documents from Preparer Sort | By Date [x]
8 Documents to Preparer File u not allowed

Getting Started

Click on the folder labeled Documents from Preparer or the Public section to view files available for download

Click on the folder labeled Documents to Preparer to upload files to your tax preparer.

Public

Copyright © 2011 Drake Software. All rights reserve d

1. Click Documents to Preparer.

ﬁ Home Sign Cut

Drake Software Test Account

My Folder

cuments fry
™ Documents ta Preparer

Sot By Date []

File uploads allowed.

Mo files have been uploaded to this directory.

2. Click Upload.




SecureFilePro™ - Client Information (‘ 'rake

O s [ Ve P R

Drake Software Test Account &

My Folder

B Documents from Preparer
& Documents to Preparer

No files have been

3. Click Browse Files.
File Upload

Select files(s) to upload

(Browse Filed
MaTtrr dividual file size: 15Mb

Audio and video files are not allowed.

Upload Cancel

4. Use the browser to locate and select a file to upload and click Open.
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NOTE: You can select multiple files to upload at one time.

5. Click Upload to add the selected files to the Documents to Preparer folder.

S B Home Sign Out
Drake Software Test Account

My Folder # Client Home » Documents to Preparer

B8 Documents from Preparer Upload Sot |By Date [+]
& Documents to Preparer Fl Bach: @ File uploads allowed.
] = 18728_1280x1024-wallpaper- 0 Download  # Rename [0 Delete
cb1271276929 jpg
Added: 1/252012 1:31:43 P 1209 KB
[] #2011 Testing Assignment Draft-1.docx 0 Download  # Rename [ Delete
Added: 1/25/2012 1:31:43 PIt 13KB
] B 2011Testing Assignment Draft.docx 0 Download  # Rename T Delete
Added: 17252012 1:31:43 P 12K
[ ) 2011Testing Assignment Draft (1).docx M Download  # Rename @I Delete
Added: 1/25/2012 1:31:42 Pt 13KB
[C] )| ABC129 pdf 0 Download # Rename [ Delste
Added: 1/25/2012 1:24:09 P11 32K8B
Public

Gopyright ® 2011 Drake Software. All rights reserved




