n McGarryPartners

chartered accountants and business advisers

Client Portal — Usage Instructions

With security and privacy concerns increasingly prevalent in today’s marketplace, McGarry Partners has

implemented a secure client portal for the transmission of financially sensitive electronic files.

The portal can be used to transmit any kind of electronic document — MYOB files, Quickbooks files, Excel
Spreadsheets, Picture files, etc.

The secure client portal provides many benefits, including:

o A secure pipeline for the transfer of sensitive client information

o The ability to upload and download files

o The ability to access files easily from any location in the world

o The provision of document receipt and delivery confirmations

o The protection of using a secure transfer facility rather than sending via email attachments
o The ability to control file access via usernames and passwords

These instructions have been drafted to help get you started. Please do not hesitate to contact our Portal

Administrator on 07 3217 2477 should you require any assistance whatsoever.
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Accessing Your Secure Area for the First Time

Once your personal secure area has been created, you are ready to send and receive electronic files.

You will receive an automatically generated email notification containing your username, a temporary

password and a link to access the login site.

« Back to Inbox  Archive = Report spam | Delete Movetow | Lakels w More actions ¥ 1of1

New User Created for your secure area on the McGarry [ Mew window
Partners website 1nbox | Print all
infog@megarry show details 8:30 AM (1 minute ago) | 45 Reply | ¥ Spansored Links (feedback)
You have been set up with a username and password to access your Enci rivate data
personalised secure area of our website. Encrypt private information
Hide secret data in MS Windows
Username: sam.ample@@gmail. com e INVIZZ.COm
password: C78irvhG )
Ermail: sam ample@gmail com TradeGold Orine

Free $50K Demo Account,24x7

. Support 1-on-1 Training, Mo
To access your details go to G isainn:

hitps:imcgarrypartnerssecure sites. acclipse. com/Client_Login and sy XFarex comisl-Gold-Trading
type in the above details.

EEEE——————— Video Chat {for Free)

Search, add, or invite ) For security reasons we recommend that you change your password Weet Peaple and Chat in Free

the first time you login. Live Wideo and Webcam Chatl
ey Moohde com

2 Invite a friend I
; . | Regards Hotmail email
| Give Gmail to: | McGarry Partners Find our Hotmail email

Easily YWith Free Email Maotifier

Click the link to access the login screen and enter the details supplied in the email.

Mew Secure Area Web Address

We have recently moved our secure area to a new weh server. Qur secure area is now accessible by a new wehb address:

hitps:fmegarrypartnerssecure. sites. acclipse.cam/

Please update your hookmarks.

Secure Area

Please enteryour username and password helow to login to the Secure Area of our wehsite,

Username:  sam.ample@gmail.com

Password: [T11I11T]
forgot your password?

This is where our clients can login to their own personalised secure areato access documents, files, accounting data and
financial reports.
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3. Upon your first login, you will be prompted to reset your password. We recommend that you change this to
something personalised yet secure.

Password Reset Required

You have logged in using a ternporary password. Please reset your passwaord before continuing to the Secure Area of our
website,

New Password:

Confirm New Password:

Save

4. Once your password has been changed, you will be directed to your secure area main screen. From here,
you can navigate using the tabs on the top link bar.

Secure Home Documents IUpload Files User Details Logout

Welcome - Sample

Welcome to your personalised, secure area of ourweh site.

YWe're excited about this developrnent in our accounting practice and the opportunity we have to extend our service to offer 247
access toyour files, documents, accounting data and financial repars.

Ve welcome any feedback on other Internet services you would value.
Bestregards,

MecGarry Partners
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Accessing Your Secure Area Generally

1. The Client Portal can always be accessed via the link on the McGarry Partners website:
Www.mcgarrypartners.com.au

' MCGGFF)/PO rTﬂeFS Chartered Accountants | Financial Planners | Business Advisors

About Ug

M ihelink

BUSINESS & FINANCE BRIEFINGS

= May-June 2010

= Februan-March 2010

- International +6

2. Alternatively, you can add the web address (URL) to your favourites by selecting the ‘Favourites’ button and
selecting ‘Add to Favourites...’.

f.i header - Windows Interet Explorer provided by McGarry Partners

- S £ | httpsi/fmcgarrypartnerssecure.sites.acclipse.comy

File Edit “iew Favorites Tools Help

57 Favorites & header

5 Add to Favorites., ]

3. Enter the name ‘McGarry Partners — Client Portal’ so it is easily recognised for future access.

Add a Favorite -_- ﬁ

Add a Favorite

N Add thiz webpage a3 a favorite. To access your favorites, visit the
Fawarites Center.

Mame: MeGarry Partners - Client Portal

Create it [‘j:\? Favarites v] ’ Mew Falder ]

[ 4dd || cancel |

4. To access the portal via your ‘Favourites’, simply click the ‘Favourites’ button and select the link.

f.: header - Windows Intemet Explorer provided by McGarry Partners

- o £ | hitpsi/{mcgarrypartnerssecure.sites.acclipse.com;’

File Edit ‘iew Favorites Tools Help

7;3 Favarites @ header

55 Add to Favorites.,

Favarites | Feeds | Histary
€] McGarry Partriers - Client Portal L ]
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Uploading Files

1. Click the ‘Upload Files’ tab on the top link bar.
2. Click in the empty cell then click the ‘Select’ button to choose a file for upload.

Jocuments iles i Logout

Upload Files - Sample

This iz where you can send confidential documents and your accounting data files in a safe and secure environment,

To send afile, simply click on the "Browse" button to locate the document or file on your computer, then choose the falder you
would like the file saved into, Once wou click on the "Send File" huttan, the file will he uploaded to wour secure area and we will
automatically receive an email letting us know it's there.

( [ sea_]) wtaron
Select M Rermone
stene

Send to folder:

|Samp|e;‘D0cuments - | Send Files

Mote: The largest allowed combined file size for upload is 200MEBE.

3. Locate and select the file you wish to upload and click ‘Open’.
& Choose File 0 u'moa&' )
@—C)v .« Documents » Uploads - | 45 + o

—_— ‘oo
Organize v ge3

ew Folder

Fave ks Name’ Date modif.,  Type Size Tags

i}
& Recently Changed _]Sample Text Document.doc

n Bl Desktop

& Recent Places

More »
I Falders o
E Iy Pictures &
@ My Wideos
. MyHeritage |
1 | Scanned Documer
Updaters
| . Uploads =
- 5 b
File name:  Sample Text Document.doc - [AII Files [%.7) v]

[ Open |V] [ Cancel I

4. Repeat the process in the next available cell if additional items are to be transmitted.

Documents Upload Files H ils Logout

Upload Files - Sample

This is where you can send confidential documents and your accounting data files in a safe and secure environment.

To send a file, simply click on the "Browse" button to locate the document or file onyour computer, then choose the falder you
wadld like the file saved into. Once you click on the "Send File" buttan, the file will be uploaded to your secure area and we will
autornatically receive an email letting us know it's there.

Sample Text Document.doc HRernowne
—
—
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5. Click the ‘Add’ button if sending more than 3 files at a time — a maximum of 5 files (or a combined size of
200MB is allowed).

ure Home Docurments Upload Files Us Logout

Uplead Files - Sample

This is where you can send confidential documents and your accounting data files in a safe and secure environment.
To send a file, simply click on the "Brovese” hutton to locate the daocument ar file onyaur computer, then choose the falder you

wiould like the file saved into. Once you click on the "Send File" button, the file will be uploaded to your secure area and we will
autornatically receive an email letting us know it's there.

Sample Text Document.dac Seledt I Rermnowe

Sample PDF Document pdf MFemaone

Sample Excel Documentx: Seledt JeRermowe

£

Sample Presentation Docume Seledt MRermnowe

i

Sample IPEG Document,jpg Select MRernove

Send to falder:

|Samp|e[D0cuments v| Send Files

Note: The largest allowed combined file size for upload is 200MEB.

6. Click ‘Send Files’ once ready to transmit.

ure Home Docurnents Ipload Files Ls Logout

Upload Files - Sample

This is where you can send confidential documents and your accounting data files in a safe and secure environment.

To send a file, simply click on the "Browse" button to locate the document or file on your cormputer, then choose the folder yau
swould like the file saved into. Once wou click on the "Send File" button, the file will he uploaded toyour secure area and wee will
automatically receive an email letting us know it's there.

Sample Text Document.doc Select HRercme
Sample PDF Document.pdf select M Remoe
Sample Excel Document.xls Select M Remome

Sample Presentation Docume Select M Remcre

RERE

Sample JPEG Documentjpg Select M Remore

Send to folder:

Sample/Docurnents

Mote: The largest allowed combined file size for upload s 200MB.
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7. The upload progress bar will appear. Depending on the file size, this may take several minutes to
complete.

Secure Home Documents Upload Files User Details Logout

Upload Files - Sample

This iswherevou can send confidential documents and your accounting data files in a safe and secure environment.

To send a file, simply click on the "Browse" button to locate the document or file on your computer, then choose the folder yau
wauld like the file saved into. Once you click an the "Send File" button, the file will e uploaded to your secure area and we will
automatically receive an email letting us know it's there.

Sample Text Document.doc Select M Remome
Sample PDF Document pdf Select M Remone
Sample Excel Documentls Select R

Sample Presentation Docume Select MRemome

Sample JPEG Documentjpa Select MRemome

Uploaded 25% [168.00kE | Total 666, 74kE

ﬁ

Uploaded files: 20% [1) Total files: 5

\

8. Once files have been successfully transmitted, a list of the uploaded files will appear beneath the ‘Add’
button:

Documents Upload Files 5 Logout

Upload Files - Sample

This iz where vou can send confidential documents and yvour accounting data files in a safe and secure environment.

To send afile, simply click on the "Browse" button to locate the document or file on your computer, then choose the folder you
would like the file sawved into. Once wou click on the "Send File" button, the file will he uploaded toyour secure area and we will
autormatically receive an email letting us know it's thera.

—
—
-

Add

Uploaded files:

Bample Text Document. doc (22016 bytes)
Sample PDF Document.pdf (5963555 bytes)
Sample Excel Document xs (13824 biytes)
ZBattple Presentation Document ppt (2704 bytes)
Bample JPEG Document.jpg (36359 bytes)

9. An email will be automatically sent to our Portal Administrator who will download the files and distribute the
documents to the relevant accountant.
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Viewing Uploaded Files

1. To view the files you have uploaded, select the ‘Documents’ tab from the top link bar.
2. If nofiles are visible, click the ‘Documents’ folder in the left navigation panel.

Secure Home Documents

Upload Files

User Details

Logout

Sample

Below are your personalised reports and documents. You can download these files at any time.

[E » sample
Wiews | ¥

Modified =
1860772010

MName
Documents

Type

LrMe folder

ﬂ_—'_,Sample

4 ﬂ:Sample

(b iDocuments )

Sample
Area Folder
5 Files (662 KB)

s}

Size

662 KB

3. Alist of files will appear. Click the document name to open the file.

Secure Home Documents User Details

Upload Files

Lu:ngn:u uk

Sample

Below are yvour personalised reports and documents. You can download these files at any time.

. » Sample » Documents

Wiews | ¥

I | iDocuments

Yol
MNarme Modifieds | Type @ Size

rtlew [#f sarmple JPEG Document 150772010 ipo 36 KB

Eisample [#] Sample Presentation Document 150742010 ppt 3 KA

] sample Excel Document 18507200 s 14 KB

“Asample FOF Document 15i07/2010 pf 563 KB

4 ﬂ:.samme ] sample Text Document 1472010 doc 22 KB
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Viewing Files Uploaded by McGarry Partners

You will receive an automatically generated email notification advising that a file has been uploaded by McGarry
Partners.

1.

Click the link contained in the email and complete login screen.

2 lrwite a ftiend
Give Grmail to: © Reply =¥ Forward

Hotmail email

ey gl com

Send Invite | 50 |eft

ﬁ « Back to Inbox | Archive = Report spam | Delete Movetow | Labels w More actions v 10f 2 Older »

Buzz &
Starred 1.7 New Files in your secure area on the McGarry Partners (5P New window
Chats G2 website box | x ) Frint all
Sent hail = = 7 = =
L infog@megarr show details 3:03 AM (0 minutes ago) | 45 Reply Sponsared Links (fesdback)
All hail Hil Enc rivate data
Spam (2) Encrypt private information

Mew files have been uploaded to your secure area on the McGarry Hide secret data in MS Windows
Trash Partners wehsite. iy PIniZE com

Files: Sample Text Document - McGarry Partners
ey P ¥ fideo Chat {for Free}

P . f f f f et People and Chat in Free
: hitps: garryp i : pse. q b
Contacts Link: https://mcgarrypattnerssecure. sites. acclipse. com/Client_Login [ e e
Tasks sy Wioohe com
£ ® Sam Arnple Regards Irade Gold Online
McGarry Partners Free $50K Dema Accourt 24x7
Search, add, or invite Suppart 1-on-1 Training, Mo
Commission.

sy K ores comfAL-Gold-Trading

Find “our Hotmail email
Easily With Free Email Maotifier

2. The file will be listed under your Documents.

Documents Upload Files Logout

Sample

Below are your personalised reports and documents. You can download these files at any time.

.k Sample » Documents

Wiews | ¥
& EEiSar;mﬁlé : Name Modified* Type
[iﬂ Sarnple Text Docurment - McGarry ] 1810742010 doc
b Saelohi [Bf Sample JPEG Document 16/07/2010 ing
Sample Presentation Document 150752010 npt
i3] sample Excel Document 180712010 s
"‘ESample PDF Document 15i07i2010 pdf
i8] sample Text Document 150752010 doc
Documents
| File Folder

,FI l 6 Files (683 KB)

Size
22 KB
36 KB

9KA
14 KB
583 KB
22 KB

3. Click on the document name to open the file.
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Changing Your Details

1. You may change your details at any time by selecting the ‘User Details’ tab on the top link bar. Ensure that

any changes made are saved.

Secure Home Documents Upload Files User Details

Lu:ngn:u uk

Edit your Details - Sample

Velcome to the user details area. This page gives you the opporunity to change or update your [ogin details and your
password. When vou have made the changes yvou need, just click on 'Save'to confirm your details.

You may edit your user details here.

User Login Mame  sam.ampled@gmail.com

Mame Sam Ample
Errail sam ample@omail com
Faszsward rERREREE
Fe Enter Fasswoard m

Save

2. Alternatively, you may contact our Portal Administrator on 07 3217 2477 and update your details over the
phone.
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Forgotten Your Password

1. If you have forgotten your password, click the ‘forgot your password? link on the login screen.

MNew Secure Area Web Address

hitpsifmegarrypartnerssecure.sites. acclipse.camd

Flease update your hookmarks.
Secure Area

Flease enter your username and password helow to login to the Secure Area of our wehsite.

Username: sam_ample@gmail.com|

Password:
[ forgot your password? ]

Wie have recently moved our secure area to a new weh server. Qur secure area is now accessible by a new web address:

2. A new temporary password will be emailed to you.

Mew Secure Area Web Address

L " L

We have recently mo:
Message from webpags

hitps:ifmegarrypartng

Anew temporary password has been created and emailed to the

Please update your I : 5
secure user "sam.ample@zmail.com'.

N

Secure Area

Please enter your us)

Frocessing... Please wait

3. Click the link in the email to access the login screen. You will be prompted to change your password.

Compose Mail ecall. corn.au - Keep your Docurner cure Let s han:About thes 5
Inhox « Back to Inhox  Archive = Report spam | Delete Movetow | Labels w More actions v 1 of 3 Older »
Buzz @
Starred 70 Secure User Password Reminder  1nbox | 57 Mew window
Chats G Print all
FATAAEEL s.russogome show details 10:13 A (0 minutes ago Feply | ¥
‘Sent Mail @ 0 o) b
s Walcome Sponsored Links (feedback)
Al ail 7 3 : : Radiz Document Management
iy Your Secure Area log in has been reset. This email containg your new Praviding an easy o use document
‘Spam {2} temparary log in details, enabling you to log into the secure area af management software tool.
T‘ra_sh_ http:fmegarrypartnerssecure. sites acclipse. com,. iy Pl com
Morer . : o <

: ¥our user name is the email address used to receive this message. Managed File Transfer
Contacts Your password is: QAJBOTY3 Request Free Demo of MOWER
o ey to securely managefencrypt data
Task: L el ET o MACYSERCUA

4. Alternatively, you may contact our Portal Administrator on 07 3217 2477 and change your password over

the phone.
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Forgotten Your Username
1. Your username is set as your email address by default.

2. If you have forgotten your username, you will need to contact our Portal Administrator to reset this over the
phone.

General Queries

Should you have any queries or require any additional assistance, please do not hesitate to contact our Portal
Administrator on 07 3217 2477.

Alternatively, you may email any queries to info@mcgarrypartners.com.au and we will respond by the next
business day.
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