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About ProSystem fx Portal

Portal is a simple and easy to use Web application that facilitates secure file transfers and continued access
between Blair & Company, CPAs and our clients. For our clients, Portal is a web-based interface that only
requires the installation of Microsoft Silverlight for use.

Your Portal User ID and login information will be provided via email. All documents made available for
continued access such as a tax return or financial statement will remain on your portal for a stated period of
time in accordance with the firm’s record retention and portal use policies. At this writing, we anticipate
retaining at least three (3) years’ information. We will contact you prior to deleting information, unless it is
clearly inconsequential or temporary in nature.

System Requirements
e Portal relies on the Microsoft Silverlight 3 platform and a user may be prompted to install Silverlight

from Microsoft’s website the first time they login. The install is completely safe and typically takes less
than a minute and just a few clicks.

Portal will support all browsers on PC and Mac that are compatible with Microsoft Silverlight 3.

A complete list of browsers and operating systems that support Silverlight 3 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, browse to the link below to verify your computer’s processor type.
http://support.apple.com/kb/HT1531

@ Kevs Quick reference to the key aspects of a particular
¥ function

g 0 Tip Best practice tips and shortcuts

&

-

[ =

§ Notes Informational notes about functions
@ Warning Important warnings about a function
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Internet Explorer

@ Portal can be used with Internet Explorer version 7 or higher. Although not required for the use of
ProSystem fx Portal, changing the following settings may allow for even easier use:

2] = |

| General | Security ‘Pr\\raqf I Content | Connections | Programs | Advanr_adl

Select a zone to view or change security settings.

@ & v O

Internet  Localintranet Trustedsites  Restricted
sites

Trusted sites
,
&7 This zone contains websites that you

v trust not 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... Default level

Reset all zones to default level

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 all sites in this zone

Close

Trusted Sites

Settings

|® Downloads -
,:2 »'iubomahc prompting for file downloads
() Disable
@ Enable
e File download
() Disable
@ Enable T
,:2 Iiont download
() Disable
@ Enable
) Prompt
,5'3 l%nab\e NET Framework setup
() Disable
(@ Enable
|| Miscellaneous

Arracs Aata snurces acrnes Anmains
4 1 3

*Takes effect after you restart Internet Explorer

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

Custom Level

@ Internet Explorer Settings

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

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

3. 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.

N o v &

Click OK to save the changes.
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Quick Start Guide

Portal Login

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

* Login ID (Email address):

* Password:

|| Remember me

|__| Remember my password

Login

* Required Fields

Portal Login

Q Login Tips

Refer to the emails received from the firm for login information.

The Login ID (email address) is not case sensitive; the temporary password provided via email is
case sensitive.

For security reasons, you are required to change your password upon logging in for the first
time.

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

Your password may be reset at anytime by clicking “Forgot your password?”
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Getting Started

Portals © Administration
| &)
\ i Portals

Saved searches

St arted

Getting

Getting Started ribbon

Welcome message
Creating a Portal User
Adding Files

Menu Selection

Click the Portals tab

1

Select a Portal

1

| Click the Add Files

o
1

[serect area to a0d

M
1

|Se|ect the file location

1

|Cll'clc the Browse
for files button and

selectafile
1

|Cll'clc the Upload

File upload progress

Adding Files

= R

Adding Files )
'. O Getting Started menu Key Features

9 A short “Welcome to the Portal!” message will be presented to each

user upon their initial login to Portal. The welcome message simply
directs users to the expandable/collapsible Getting Started menu. Click
the Getting Started ribbon on the left side of the screen to expand and
view this menu.

Creating a Portal USE©<— Click the black arrow to view Getting Started menu options. Creating a

Portal User will only be visible Portal Admin users. The Welcome
Message and Adding Files will be visible to all Users.

When clicking on the buttons, the respective feature in Portal will begin to flash in
order call attention to it.

Perform the suggested (flashing) step, and then click on the next step to easily
perform each step required to add files to Portal.

This feature is not only for informative purposes, it may be used to add files to
Portal for the firm to view (e.g. Returns, Financial Statements) are added to Portal.

L?J Also see the Advanced Features User Guide

http://www.blaircpas.com/info center.html
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Download files from Portal

Files and Folders

From, Firm To Firm

Files and Folders

Al Client Provided Information » >

= @

Chent Source Client prowided
Documents.pdf quickbooks file.gbw

Portal Documents

File Download E]
Do you want to open or save this file?

ET: Mame: Client Source Documents.pdf
|k Type: Adobe Acrobat Document
From: portal prosystemfsx, com

Open ][ Save ]I Cancel ]

i "‘l While files from the Intermet can be useful, some files can potentially
\e. harm pour computer. IF pou do not tust the sowrce, do not open or
b save this file. What's the risk?

File Download Box

Folders are used to organize files on the portal. Simply
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
name. Double-clicking on a file will display the File Download
Box, displayed below.

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.

respond differently when you double-click on a file name, however, this will not affect your ability

Q The File Download example displayed above refers to Internet Explorer. Other Web browsers may

to access the file.

will not remain there indefinitely. The firm can provide more detail regarding how long files will be

E] It is recommended to download (save) a copy of your deliverable items from Portal, as most files

accessible via Portal.
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Add Files to Portal

(1

Set File Properties

Fortal: Select File Location:
| CH Training Client | 4 & CCH Training Client

Area: , From Firm

| Collaboration - | ) To Firm

Keywords:

Enter Keywords separoted by commas

1] File Name Portal Name File Location Area Keywords
1] 12-31-09 Form 1065 Client Copy CCH Consulting and From Firm Collaboration

(sg
Firm == Add Files Add files

@ Browse for Files |_—| Lpply to Selected X Remove Selected File "7 Copy to Multiple Portals

File Upload Pragress

File Mame Size Progress Status

¢

(1} Pause Al GF Resume All 0 Clear Completed K Remove selected file

.? Connected to Portal Senver
| Upload || cancel

Add Files

O Steps to Add Files to Portal

On the Portal Home page; click € Add Files to display the Add Files screen, (above).
1. Select a portal (only for those users that have access to multiple portals)

2. Set the file location (destination folder within the Portal)

3. Click “Browse for files” and select file(s) via Windows Explorer

4. Click “Upload” to add the file(s) to Portal

5. Click “Back” to return to the User Homepage
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Simplified User Interface

The Simplified User Interface (SUI) is a basic, HTML interface designed for portal users who are not able to
access Microsoft Silverlight. The functionality is limited. However, the core features of Portal are available,

such as adding and downloading files.

Login to Portal

Login to the SUI using the following URL: https://portal.prosystemfx.com/sui

Login

* Login 1D (Email address):

*Passwaord:

[] Remember me
] Remember my Passward

Forgot my password? Forgot me

* Required Fields

Figure 1 - SUI Login
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Portal Home Page

Firm Administrator (Firm Admin)

CCH » CCH Training Client, Inc Reset Paseword | Logout
r - =
|47 up One Level < Back = Reload < ownload & upload @ Hen
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
Hame Expiration Date Date Modified Modified By Size (KB)
L Client Provided Files 07/14/2010 Firm
2 correspondence 07/14/2010 Firm
L Mise. 07/14/2010 Firm
L perm Documents 07/14/2010 Firm
L Tax Returns 07/14/2010 Firm
[0 % 2008 Form 1040.pdf 12/31/9999 07/14/2010 Sven.Thiessen@wolterskluwer.com 53
® Copyright 2010 CCH, All Rights Reserved

Figure 2 — Portal Home Page

9 Home Page Key Features

1 Menu Bar Used to navigate through Portal functionality.
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.

G Menu Bar Key Features

1 'uponeLevell Move up one folder level within the Files and Folders.

%= Back Return to the previous screen.

S Reload Refreshes the portal to reflect recent changes.

"\"7 Download

Click Upload to add a file to the selected portal.

Click to download the selected file. If multiple files are selected, a zip file containing the

selected files is downloaded. Select files by clicking the box to the left of the file name.

e Help Access Portal help files by clicking this icon.
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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 Box
appears enabling the file to be saved or viewed.

Add Files to Portal

Click

Upload | , o .
@) upioa in the menu bar to initiate the add files process.

woN =

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

CCH
E'¢= ccH Training Client, Inc. File Name Size Progress Status
B collaboration Area 2008 Forrn 1040, pdf 52,28KE sploaded 056 Remave

E? Client Provided Files
Eﬁ Correspondence

& Misc.

Eb Perm Documents
E& Tax Returns

|| overwrite existing file

l Browse I l Upload J l Clear J

Figure 3 - Add Files to Portal

Steps to add files to Portal

In the Folder Selection Pane, select the File Location (destination folder in Portal).

Click L 2™"*% | and select file(s) to upload via Windows Explorer.
Verify the File Location and Click Upload to add the file(s) to Portal.
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