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About Your Client Portal

Client Portal is a Web based application used for secure file transfers and collaboration between Regier
Carr & Monroe, LLP and our clients. Portal is a web-based interface that does not require downloading
or installing additional applications in order to use (however, some adjustments to browser settings may
be required).

Regier Carr & Monroe, LLP will utilize the Portal to send and receive files, ensuring that important
documents are transferred in a secure manner, and clients can access their tax returns as well as other
deliverables. Your Portal and login information will be provided via an email notification. All documents
made available through the Portal site will be kept on the Portal site in accordance with Regier Carr &
Monroe, LLP’s document retention and Portal use policies.

Adjusting Internet Settings for Using Client Portal

Allowing the Client Portal to launch pop-ups

In order to download documents within Client Portal, Internet Explorer must be configured to allow
pop-ups from the Portal website. The steps below allow Internet Explorer to launch pop-ups from the
Portal website, however, if you use additional pop-up blockers (i.e. Google toolbar, Yahoo! Toolbar,
etc.), you will need to consult their user guide for instructions on disabling the pop-up blocker for
specific sites.

To add Client Portal to list of excepted sites, do the following:

1. Open Internet Explorer.
2. Click Tools, then Internet Options.
Tools | Help

Delete Browsing Histary, .,

Pop-up Blocker »
Phishing Filker »
Manage Add-ons »
Windows Update

Windows Messenger

Diagnaose Conneckion Problems. .,
Send to Onetlote

Sun Java Console

Internet Cptions

3. Click the Privacy tab.



4. Click Settings, under the Pop-Up Blocker section.

Internet Options @

General Securitndntent Connections || Programs | Advanced

Settings

q_'_ Select a setting for the Internet zone,

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that save information that can
- be used ko conkack wou wikhouk yaur explicit consent

- Restricts First-party cookies that save information that
can be used ko contact you without wour implicit consent

[ Sites ] [ Impark ] [ Advanced
Pop-up Blocker
j|  Prewvent most pop-up windows From Settings
- appeating.

Turn on Pop-up Elocker

[ (0] 4 l [ Cancel

5. Enter the following URL in the field provided:
https://portal.rcmllp.com/ClientPortal/



6. Click Add, then Close, then OK.
Pop-up Blocker Settings

Exceptions

Pop-upz are curently blocked. ou can allow pop-ups from zpecific
# 1| websites by adding the site ta the list below.

Address of website to allow:

Allowed sites:
document. progystemb com

Remove all.

M atifications and filker level

FPlav a sound when a pop-up iz blocked.
Show | nformation Bar when a pop-up i blocked.

Filter lenvel:

Medium: Elock most automatic pop-ups v

Pop-up Blocker FAQ

Adding Client Portal to your Trusted Sites

To enable some of the features of Client Portal, such as Advanced Upload and Direct Edit, Internet
Explorer must allow access to ActiveX Controls. Adding the Document sites to the Trusted Sites zone in
Internet Explorer safely accesses the necessary controls for Client Portal to be fully functional.

To add Document Client Portal to your trusted sites, do the following:

1. Open Internet Explorer.



Click Tools and then click Internet Options.
Tools  Help

Delete Browsing History, .,

Pop-up Blocker »
Phishing Filker »
Manage Add-ons »
Windows Update

Windows Messenger

Diagnose Conneckion Problems. .,
Send to Onekote

Sun Java Console

Inkernet Opkions

Click the Security tab.
Click Trusted Sites and then click Sites to display the Trusted sites dialog.

Internet Options
GeneralF‘rivac‘;x Conkent | Connections | Programs | Advanced

Select a zone bo wiew or change security setkings,

¢ W /][O

Inkernet Local intranet | Trusted sites | Restricked

sites
e
jtes
f.? This zone conkains websites that you =
v krust nok to damage wour computer or
wour Files,

You have websites in this zone,

Security level For this zone

Custom
Cuskom settings.,
- To change the settings, click Cuskom level,
- To use the recommended settings, click Default level,

[ Cuskam level, .. H Default level ]

’ Reset all zones ko defaulk level ]

[ (04 l [ Cancel




Enter the following URL in the field provided and click Add:
https://portal.rcmllp.com/ClientPortal/
Click Close.

Trusted sites

A You can add and remove websites From this zone, All websites in
i this zone will use the zone's security settings.

Add this website ko the zone:

Websites:
thtkp:fidocument, prosystemf::, com |

[ ]Require server verification (https: ) For all sices in this zone

Close




7. Click Custom level to display the Security Settings - Trusted Sites Zone dialog.

Internet Gptions

izeneral | Security |F‘riva|:y Content | Connections | Programs | &dvanced

Select a zone ko view or change secority sethings,

@ €« v O

Internet Local intranet  Trusked sites Restricted
sites

Trusted sites
j This zone contains websites that vau
g krust nok ko damage wour compuker or

wour Files,
¥ou have websites in this zone,

Security level For this zone

Custom
Custom setkings,
- Ta change the setkings, click Cuskarmn level.
- Touse the recommended settings, click Default level.

Ciefault level

[ Reset all zones ko default level ]

¢ Custom level, .

[ (8] 4 ] [ Cancel




Under Active X Controls and Plug-ins, enable Initialize and script ActiveX controls not marked as
safe for scripting.

-~

Security Settings - Trusted Sites Zone

Settings

) Disable [h]
(¥} Enable
{:} Prampk

|#¢| Download unsigned Activex controls
) Disable [E]
(¥} Enable
{:} Prampk

| |Initialize and script Ackivey controls nok marked as safe For scriptingh
) Disable
(¥} Enable
{:} Prampk

|#| Run Activel contrals and plug-ins
) administrator approved
) Disable

(¥} Enabl
[ DTfmi [V]

a | B

*Takes effect after you restart Internet Explorer

Reset custom setkings

Reset to: |Meu:|ium (default) [V] [ Reset... ]

[ ok l [ Cancel ]

Click OK.



Client Portal for Document Transfer

Terms of access to the Portal

As an active client in good standing you will be provided the URL and login information to your Portal.
The Portal is considered a secure area to provide your confidential information. Itis recommended that
all provided IDs and passwords be treated as sensitive information and is the client” responsibility to do
so. All deliverable documents will be published and available from the Client Portal according to Regier
Carr & Monroe, LLP’s document retention Portal policies. Once deliverable documents are published,
please download the documents for your records. Access to the Portal will be terminated after a period
no shorter than 30 days from when your client status changes. Once access is closed, it will no longer be
possible to retrieve any documents housed on the Portal site.

Using Client Portal

1. Goto https://portal.rcmllp.com/ClientPortal/and enter the login information provided to you.
2. You will immediately be asked to change and confirm a new password. Click Save, then click
close or Cancel.

Once logged into Client Portal, you can search for a document using the Quick Search box at the top-
right corner of the page by entering a part of the document name, or simply click on the green arrow to
search all documents on the Portal. In the Document List, you will find documents matching the search
criteria entered, or all files if the field was left blank.

The Accounting Professionals at Regier Carr & Monroe, LLP will publish deliverable documents such a
Tax Return in read-only format. It is recommended that you download these files and keep for your
records. However the published files will be available for download until their defined expiration date.
For information on how to download files from the Portal, see instructions below.

Some documents may need to be reviewed and updated between your firm and the consultants. For
information on how to check files out and in from the Portal, see instructions below.

To download files, do the following:

1. Go to the Document List page (from the Client Portal home page, click on the green arrow at

top-right).
| Client [Titie] v E’
2. Click on the hyperlinked file name.
Title
] =~ 4 4 [2007 Tax Return Documents-ALL.pdf]

3. Choose to Open or Save document.



To add new documents to the Client Portal:

In order to facilitate document retrieval and manage new files added to the Portal, Regier Carr &
Monroe, LLP has created a basic cabinet and folder set. When uploading files to the portal, you will need
to assign them to a cabinet and folder within the Portal.

1.

From any screen within the Portal, click on Add Document.

e Haome

‘éf » Search

m [Document
Jj Document

m Add Document

m  Add Hyperlink

You can browse for multiple files and assign them to specific cabinets and folders, or assign all
files to a default set.

Set Default
Cabinet Mame | Document Implementation v
Folder Name BP Conzulting
‘BP Conzulting ]
General Project
T Consulting
Training

After you have browsed for the files you wish to upload and assigned them to appropriate
folders, click Finish at the bottom-right corner of the window.

The Document Upload Status window simply confirms that the documents are now uploaded to
the Portal. Regier Carr & Monroe, LLP will automatically be notified that the new documents
have been uploaded and are available.

To check out an individual file, do the following:

1.

Go to the Document List page (from the Client Portal home page, click on the green arrow at
top-right).

2. Click on the file local menu drop-down button (™).



3.

Click on Check Out.
LD El g L. 2007 Tax Beturn Documents-ALL.pdf

View Properties

Version

Ciownload

Check Cut

Check In

Cancel Check Cut

Lock
Unlock

Histary

Discussion

Fenarme

In the Document Check Out window, you can choose to notify project members via email that
the file is checked out and include any comments in the body of the email.
Click on Check Out at the top-right corner of the window.

i'; Check Out|| |_| Document List |

A pop-up File Download window will appear, at which point you can open the document, or
save it to your hard drive. This document is now locked for editing until you check it back in.

To check out multiple files, do the following:

1.

Go to the Document List page (from the Client Portal home page, click on the green arrow at
top-right).

For the files to check out, click the select box on the far left on the files’ menu bar.

At the bottom-right corner of the window, select Check Out selected files, and click the green
arrow button.

In the Document Check Out window, click on Check out in the top-right corner of the window.
Note: The only indication that the documents have been checked out will be that the Check Out
button will become grey.

Click on each hyperlinked file to download and open or save to your hard drive. These
documents are now locked for editing until you check them back in.

To check in an individual file, do the following:

1.

Go to the Document List page (from the Client Portal home page, click on the green arrow at
top-right).

2. Click on the file local menu drop-down button (™).



3.

Click on Check In.

LD [*] 8 [4 2007 Tax Return Documents-ALL.pdf
Wiew Properties
Wersion
Cownload
Checl: Qut

Cancel Check Cut

Lock
Unlack

History
Discussion

Fenarme

In the Document Check In window, you can choose to notify project members via email that the
file is checked in and include any comments in the body of the email.

Click on the Browse button, select the file to check in and click Open.

Click on Check In at the top-right corner of the window.

; Check In |_| Document List

To check in multiple files, do the following:

1.

Go to the Document List page (from the Client Portal home page, click on the green arrow at
top-right).

For the files to check out, click the select box on the far left on the files’ menu bar.

At the bottom-right corner of the window, select Check In selected files, and click the green
arrow button.

In the Document Check In window, click on Check In at the top-right corner of the window.



