
mct
Callout
Point cursor to RESOURCES, to open menu (see illustration).
Click on SECURE FILE TRANSFER. This will direct you to secure file exchange window (see next page).
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Callout
To upload files, click here.
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mct
Callout
Type in recipient's email address.
Please see directory below:
William Carlson                BillC@carlsoncpa.com
Gayle Smith                     GayleS@carlsoncpa.com
Claudia Aguilar                ClaudiaA@carlsoncpa.com
Mireya Carlson                MireyaC@carlsoncpa.com
Karin Gonzales                KarinG@carlsoncpa.com 
Meiko Saito                     MeikoS@carlsoncpa.com
Mary Anne Tomaneng     MaryAnneT@carlsoncpa.com
Susie Yokomi                  SusieY@carlsoncpa.com  
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then click
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mct
Callout
Type in sender's information.
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Line
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Line

mct
Callout
Must fill in these sections, as in regular e-mail.

mct
Callout
It is recommended to click this box. Confirmation e-mails will be sent to you as soon as your e-mail is read and your files are downloaded.

mct
Callout
Click this option to send  files.
See page 5A for next instructions.

mct
Callout
Click this option to send several files (within a folder) or folders. See page 5B for next instructions.
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mct
Text Box
Page 5A - Attaching Files

mct
Callout
Click to attach files to be uploaded.

mct
Callout
Then click button to upload and send.
See page 9.
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mct
Text Box
Page 5B- Attaching folders or several files within a folder

mct
Callout
Click to add files/ folders to be uploaded.
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See next page.



mct
Callout
Sample file to be uploaded.
Click ADD button again to attach files or folders to be sent.
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Callout
Click this button when ready to upload and send.
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See next page.



mct
Callout
You should get this message. This completes your uploading session.
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Line

mct
Callout
Click this button only if you need to send more files.

mct
Callout
Click to close window.
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