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About ProSystem fx Portal

Portal is a simple and easy to use web application that facilitates secure file transfer between RCM and our
clients. For our clients, Portal is a web-based interface that only requires the installation of Microsoft Silverlight
for use. If you need assistance with any of the portal options, including setting up additional users, please do
not hesitate to contact our office.

Your Portal User ID and login information will be provided via email.

System Considerations

You may access the Portal by browsing to https://portal.prosystemfx.com/portal.

Portal relies on the Microsoft Silverlight 4 platform and you may be prompted to install Silverlight from
Microsoft’s website the first time you login. The install is completely safe and typically takes less than a
minute with just a few clicks.

Portal will support all browsers on PC and Mac that are compatible with Microsoft Silverlight 4.

A complete list of browsers and operating systems that support Silverlight 4 can be found at:
http://www.microsoft.com/silverlight/get-started/install/default.aspx

Mac computers with Intel processors are able to access Portal. If you are a Mac user, and are unable to
download Silverlight, browse to the following link to verify your Mac has an Intel processor.
http://support.apple.com/kb/HT1531

If you verify your Mac does not have an Intel processor, or if you need to access Portal on an iPad, other
tablet computer, or smartphone you may login to Portal through the Simple User Interface, which is a Non-
Silverlight login to Portal.

Login to the Simply User Interface browsing to https://portal.prosystemfx.com/sui.




Internet Explorer

@ The following settings are not applicable to Internet Explorer version 9. If you are using Internet
Explorer version 7 or 8 the following settings are optional, but will make using Portal easier.
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iGern:ral; Security |Prrvacy Content | Connections | Programs | Advanced

Select a zone to view or change security settings.
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Internet  Localinranet Trustedsites  Restricted
sites
o . . —
_/’ This zone contains websites that you e
¥ trustnot to damage your computer or
your files.
You have websites in this zone.

Security level for this zone
Allowed levels for this zone: All
Medium
- Prompts before downloading potentially unsafe

= content
- Unsigned ActiveX controls will not be downloaded

Enable Protected Mode (requires restarting Internet Explorer)

Custom level...

o ][ caal ]

Internet Options

=

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:
https: /fportal.prosystemfx.com

Websites:

|| Require server verification (https:) for al sites in this zone

Trusted Sites

&% Downloads -
#® Automatic prompting for file downloads
) Disable
@ Enable
@ File download
) Disable
@ Enable
1## Font download
) Disable
@ Enable
7) Prompt
® Enable .NET Framework setup
Disable
@ Enable
| Miscellaneous

Arrace data e rrae acrnce domaine
« [T} ]

*Takes effect after you restart Internet Explorer

Reset custom settings
Reset to: [Medun (default) v] [ Reset... ]

Custom Level

@ Internet Explorer Settings

1.

3.
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Open Internet Explorer and browse to
https://portal.prosystemfx.com/portal

In Internet Explorer: select Tools, Internet Options, click on
the Security tab, click Trusted Sites, and then click on the
Sites button.

Click Add to move the Portal URL to the Trusted sites zone,
then click Close.

Click Custom level.

Click Enable for Automatic prompting for file downloads.
Click Enable for File Download.

Click OK to save the changes.



Quick Start Guide

Portal Login

Launch your Web browser and browse to https://portal.prosystemfx.com/portal.

Login ID (Email address):

[ | Remember me

Password:

|_| Remember my password

Login
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Portal Login

9 Login Tips

Refer to the emails received from the firm for login ID and temporary password.

Your Login ID (email address) is not case sensitive; the temporary password is case sensitive.

For security reasons, you are required to change your password the first time you login.

Your new password may be from 8 to 32 characters, must contain at least one upper case letter, one
number, one special character (e.g. !, @, #, etc.) and is case sensitive.

e Your password may be reset at any time by clicking “Forgot your password?” on the Portal login page.



Getting Started

1 Recent Portals  Administration
|- i CE] (S @ You will see a brief “Welcome to the Portal!” when you login for
o | Porals the first time. Clicking continue directs you to the Getting Started
1 Saved searches menu. You may click the Getting Started menu ribbon on the left
1))

e side of the screen to expand and view this menu at any time.

-2}

=
u.

Getting Started Ribbon

Creating a Portal User -~

Welcome message

O Click the black arrow to view Getting Started menu options. Creating a
Portal User is only visible to the Portal Admin user. The Welcome Message

Creating a Portal User K . .
and Adding Files are visible to everyone.

Adding Files

Menu Selection

Select a task below:

A

|.a.dding Files

St arted

9 Getting Started Menu Key Features

e This is an interactive help feature, when you click on a button the
place in Portal that you need to click in order to accomplish the
task will highlight or begin to flash on-screen.

Perform the suggested (flashing or highlighted) steps in sequence
to easily add a file to Portal.
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Adding Files



Downloading Files

Files and Folders

From Finm

To Firmi

Files and Folders

Client Sourcs
Documents.pdf

All Client Provided Information » =

Client provided
quickbooks file.gbw

Your Files

O

O

Folders are used to organize files on your portal. Double-click on a
folder to view your files.

A simple way to View or Save a file is to double-click on the file,
which gives you the File Download prompt, as displayed below .

Do you want to open or save 2011 Form 1040.pdf (52.2 KE) from portal.prosystemfx.com? Open Save = Cancel

File Download Prompt (Internet Explorer 9)

O Click Open to view the file or Save to download/save a copy to your computer or network. When a file
is downloaded, a copy is created and does not delete or affect the file on your portal. If the file
download screen does not display due to your browser’s security settings, a small window will appear
in the lower right portion of the screen allowing you to access the file.

Q The file download example above refers to Internet Explorer version 9. Other web browsers may
& respond differently when you double-click on a file, however, this will not affect your ability to access

the file.

() You may download (save) a copy of your deliverable items from Portal.



Adding Files to Portal

Add files to the portal for the firm to view by clicking

files window.

) Add Files

on the Portal Home Page to view the Add

Set File Properties

Portal:
iTraining Client m |
Area:

[ Collaboration T

Keywords:

| Enter Keywords separated by commas

|i| File Mame

o 2011 Completed Tax Organizerpdf

i

Portal Mame

Training Client

File Location Area

Provided by Client

Select File Location: m
d % Trainireg Client w -

Financial Statemants

Planning & Other

Provided by Client

Tax Returns o

Keywords

Collaboration

!'_'_3 Browse for Files
LS

L] Apply to Selected

x Remove Selected File

=1» Copy to Multiple Portals

ile Upload Progress

File Mame

Size

Progress

>

Status

%&E‘ Connected to Portal Server

@ Upload

Cancel

Add Files Screen

9 Steps to Add Files to Portal
1. If not selected, choose the Portal the file(s) will be uploaded to by typing any portion of the portal

name (for our clients with multiple portals).

2. Select the File Location (destination folder in Portal).

3. Click Browse for files and browse to upload files on your computer or in your network folders.

4. Verify the properties applied and click Upload to add the file(s) to the portal.




Advanced Features

This section is intended to provide assistance on the more complex portal features available to the Portal
Admin user. The advanced features are optional and are not required for each portal.

As the primary user for the portal(s) we have has created for you, you can login and begin to exchange files
with us immediately without taking any additional steps. In the event you choose to provide others in your
organization or third parties access to your portal(s) you may find the following features helpful.

Portal User Roles

Portal Admin

The portal admin is the primary user who has access to the portal. The portal admin may perform all portal-
related functions, including grant and control portal access to others. The portal admin user will be the only
user that exists when the portal is created.

Portal Users

A portal user is created and granted portal access by the portal admin. Portal users should only be created
when portal access is required by more than one person.

About User Roles

O As a portal admin, you control who may access the portal(s) that have been created for you or your
organization. It is prudent to maintain strict control over portal access by others, as documents on the
portal are confidential in nature.

Example of Advanced Portal Use

You may find situations in which it is practical to grant portal access to a 3" party - for example; a banker that
you and the firm collaborate with on a regular basis. Before being granted access to the portal; options to
exchange information included email, fax, CD-ROM or paper. In many cases, you had to request the
information from us before you could provide it to the bank, and vice versa. As the portal admin, you may
create a portal user allowing your banker access to files and the ability to add files as requested; considerably
reducing the time needed to exchange information. The level of security built into Portal far exceeds email and
should replace it as the primary medium for electronic exchange of sensitive information. All files added to a
portal will be accessible by our office, the portal admin and any 3" party portal users initially.

O If we have created more than one portal for you, you will be able to control which portal(s) your portal
& users may view.

@ As circumstances change, portal access should be updated or completely terminated by the portal
" admin user.



Managing Your Portal

The portal admin may easily grant portal access to others by creating additional portal users.

O There are 2 steps to create portal users.

1. Assign personal information
2. Assign portal access and security

Create Portal Users

4 Setup

Manage portal users

9 From the Administration tab, click Manage portal users, then
click Create at the bottom of the page.

Manage Portal Users

Personal Portal Access and Security
* Login ID {Email Address): * Default Security User Role:
|pnrta|user@ema='l.co-'n | | Limited-User "|
¥ Last Name: * First Name:
| Banker | iJae |
Street Address:
City: State: Zip Code:
| | | |— |
Country:
Business Phone: Cell phones

__-___ | [

|| Enable Email Signature

Email Signature:

Save Cancel

Create Portal Users

@ Assign Personal Information

1. Inthe Personal tab enter the portal user’s email address in the Login ID box
2. Select a Default Security User Role from the dropdown menu

w

Administrator —Grants all rights of Portal

Standard User -Denies the ability to overwrite files, all other rights are granted

Limited User —Grants all rights except; overwrite files, lock files, and append to an existing PDF file
Read-Only User — Allows users to search for and view the file; its history and properties only
Upload Only User — Only the ability to add files is granted

Enter the Last Name and First Name of the Portal User

4. Select the Portal Access and Security tab at the top of the window



5. All portals that the portal admin has access to will be displayed

User Information - New User

,"'.-—|

Persona Portal Access and Security

| | | | Portal Access

| || | Jake able

Grant Access  Access Expiration Security User Role

[+ ||£| I Standard User
Administrator

Standard User

Limited User

[ Read-only User

Client Area

Save | | Cancel |

Portal Access and Security

Assign Portal Access and Security

6. Grant the portal user access to the displayed portal(s) by checking the box in the Grant Access column
7. The portal user’s default security role will be selected (changing this role for specific portals is optional)
8. Click Save to create the portal user. Emails with login information will be sent to the email address of

the portal user

Edit Portal Users

O

O

Access to Portal may be modified or terminated at any time. It is important to terminate access when

no longer needed by the portal user.

Administration => Setup == Manage Portal User Manage PDI’tal USEF
Filter by: | Al || view |
Last Name First Name Emiail Default Security User Role
L] | Gill Smith useremail@domain.com Administrator -
|+ | Portal User portaluser@domain.com Standard User hd
Create | | Edit selected | | Delete selected |

Edit Portal User

Click Manage Portal Users to edit or delete a portal user. If all access to portal is to be permanently

terminated, simply click Delete selected to remove all portal access.



Folder Level Permissions

Portal admin users have the ability to restrict specific portal users from accessing selected folders within Portal.

&)
(£} Secure Folder
P

Consulting Files 3rd Pary

Securing a Folder

Q Setting Up Folder Level Permissions

1. Right-click on the folder you wish to secure.

Select Secure Folder to view the portal users.

3. Choose portal users that will continue to have rights to the selected folder by clicking the box to the
left of the user’s last name. Leave the box unchecked for those you do not wish to have access to the

N

folder.
Last Name First Name Email
Firm Administrator Nate.Brown@wolterskluwer.com
[ | | Nate Brown irish.nate.1979@gmail.com
[ | | Mary Brown mbrown.portal @gmail.com

Applying Folder Level Permissions to Portal Users

4. After selecting the portal users that will have access to the folder, click Save.
5. A popup window will display confirming the selected folder has been secured.

O To modify folder level permissions, right-click on a secured folder and select Remove Folder Security.

Secured folders are easily identifiable as a lock icon is visible with the folders on the Portal Home

L.‘j Page. Secured folders are invisible to restricted users.
From Firm




The Right Click Menu

b Check-out

pay Lok

T oo Q To access the Right-Click menu,
right-click on any file.

| 5Send as Hyperlink
x Request file deletion
Folder Path

ﬁ' History

m Properties

Right-Click Menu

O Right Click Menu Key Features

Check-out Check-out the file to edit files the firm has uploaded in edit mode.

Check-in Check-in an edited file so the firm may view your updates.

Cancel check-out Make it as if the Check-out never occurred.

Lock Prevents check-out, changes to and deletion of a file.

Unlock You may modify the file when unlocked. The user who locked the file may
unlock the file.

Download Select to view or save the file; this is the same as double-clicking on a file.

Send as Hyperlink Send the file as a hyperlink via email. The recipient must be a portal user, as

portal login is required to view the file. Upon login, the user is prompted to
view or save the file.

Request file deletion  Notify RCM that you would like this file to be deleted.

Folder Path Move the file to another folder.
History View a complete history of each operation performed on the file.
Properties View the file’s properties.

When checking out a file, you will have an option to email the file as an attachment. It is important to
note this attachment will not be encrypted.



File Properties

File Properties X

Training Client >> Files >> Properties Properties

File name: |T3K MNotice Response | .docx Folder path: Training Client @
File ID: 6 [w]

Expiration date: 3/5/2018
File type: ’E @ Keywords: @'Eiﬂ” tax credit J
| — Motes: |

File size: 10 KB Portal edit mede: Editable ks
Partal name: Training Client
Created date: 342372012
Created by: 982817
Last modified on: 342372012
Medified by: 982817
Last acceszed on: 3/23/2012
File status: J

Save @Gose

9 File Properties Key Features

The file name, type, size, and other static file properties are displayed here.
Add or modify the file’s keywords and notes.

Change the folder the file is located in.

Click save, and then close to apply your changes.

PwnNE



Simplified User Interface

The Simplified User Interface (SUI) is suitable for use on Login

mobile/tablet devices. It provides a basic, HTML interface “Requred Frolis
designed for portal users who are not able to access Microsoft e |
Silverlight. Without Silverlight, only the core features of Portal  Password

[J Remember me
O Remember my Password

can be made available, such as adding and downloading files.

A link to the Simplified User Interface can be found on the login Foraot my oasswors?  Foraot me
screen of the Standard User Interface (Silverlight Version).
For direct access, go to: https://portal.prosystemfx.com/sui SUI Login

Portal Home Page

Firm Administrator (Firm Admin)

CCH » CCH Training Client, Inc. Reset Password | Logout
y & -
1 i Up One Level ";' Back Zﬂ Reload 3 Download @ Upload
Select portal to view files Click on a file to download it or click on a folder to open the folder

CCH Training Client, Inc. CCH Training Client, Inc
Jake Able

Name Expiration Date  Date Modified Modified By Size (KB)
L Client Provided Files 07/14/2010 Firm
L Correspondence 07/14/2010 Firm
L misc., 07/14/2010 Firm

L perm Documents 07/14/2010 Firm
L~ Tax Returns 07/14/2010 Firm
00 T 2008 Form 1040.pdf 12/31/9999 07/14/2010 Sven.Thiessen@wolterskluwer.com 53

@ Copyright 2010 CCH, All Rights Reserved

Portal Home Page

O Home Page Key Features

1 Menu Bar Used to navigate through Portal.
2 Navigation Pane Access a portal by clicking the portal name.
3 Files and Folders View the list of folders, and files within the folders.

@ Menu Bar Key Features

Up One Level Move up one folder level within the files and folders.

Back Return to the previous screen.
Reload Refreshes the portal to reflect recent changes.
Download Click to download the selected file. Multiple files are downloaded as a single ZIP file.

Select files to download by clicking the box to the left of the file name.
Upload Click Upload to add a file to the selected portal.



Download Files from Portal

A simple and easy way to download (view or save) a file is to double-click on the file. The file download

prompt appears enabling the file to be saved or viewed.

Add Files to Portal

Click Upload in the menu bar to begin the process of adding files to the portal.

Select a destination folder to store your files
CCH Training Client, Inc. = Collaboration Area = Tax Returns

CCH

EE cCH Training Client, Inc. File Name Size Progress

El&= collaboration Area 2008 Form 1040, pdf 52.28K8 Uploaded 094

(= Client Provided Files

= Correspondence
= Misc.
(= Perm Documents

[ Tax Returns

|| ©verwrite existing fil

7 l/ Browse I | Upload J 1 Clear |

Status

Remove

Add Files to Portal

Steps to add files to Portal

1. Inthe folder selection pane, select the destination folder in Portal.

2. Click Browse and select file(s) to upload from your computer or network.

3. Verify the file location and click Upload to add the file(s) to Portal.




