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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Our firm is one of the leading firms in the area. By
combining our expertise, experience and the

energy of our staff, each client receives close

personal and professional attention.
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is full of changes and
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Services Newsletter

Our services encompass nearly every aspect of Our regularly updated newsletter provides
financial life. We are experienced in all matters of articles to help you achieve your financial
accounting and taxation, IRS problem resolution, can even subscribe to receive our newslet
estates and trusts, business formation, financial email - just enter your email address in th|
planning and investment, real estate and business subscription field at the top of the page. P
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Resources

Balance your checkbaok, save for college educations, check the current tax rates, tax dus dates, when you'l
get your tax refund, incorperate yeur business, get the latest version of QuickBoeks, securely send us your

sccounting files, pickup a previous years tax returns, or simply pay our fees online.
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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).

mct
Typewritten Text
Page 2 of 9

mct
Typewritten Text


s Carlson & Smith, ..r

Full Service Tax & Accounting

[Secure File Exchange |

Welcome to the Carlson & Smith LLP Secure File Exchange. You can use this service to send us files or to receive files from us.

All transfers are confidential and SSL encrypted. -

To upload files,
Secure Upload .
Send files to Carlson & Smith LLP. CIle here.

Secure Download
Download files sent to you by Carlson & Smith LLP. Please have your download tracking code ready.

File Portal
Browse and download files. A guest account is required.

Employee Login
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wwc
Callout
To upload files, click here.
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Carlson & Smith, ..r

Full Service Tax & Accounting

Secure Upload

r ; Enter the email of the recipient for this transfer |

N

Recipient Email

Start

Empluyee Login

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

then click

Page 4 ot 9


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  

mct
Callout
then click
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Carlson & Smith, ..r

Full Service Tax & Accounting

Secure Upload

Deliver To:

*" Please enter your contact information :

Name

Type in sender's
information.

Email

<
<

Confirm Email

*'} Please create a message for the rec\plenti M USt fl ” In these

It's a good idea to describe exactly what you are sending and include any additional cont: SeCtIOnS, as in
Subject 1
ubjes /regular e‘mall

Message/Description/Instructions

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.

| Select delivery options
|:!m;5havebeen downloaded. C“Ck this Optlon tO Send

files.
See page 5A for next

| Selectfiles to send (Regular Upload) |

l Selectfiles and folders to send (Enhanced upload) 1

Browser Requirement: Enhanced upload requires Java sUppart in the browser. If the enhanced upload page does not lo. InStrU CtlonS .

work, please download and install Java from www.java.com.

Click this option to
send several files
—~—|(within a folder) or
folders. See page
5B for next
instructions.

Employee Login
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mct
Callout
Type in sender's information.

mct
Line

mct
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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Page 5A - Attaching Files

arlson & Smith, ..p

Full Service Tax & Accounting

Secure Upload

' i Select files to upload 1

_— _ Click to attach files
e to be uploaded.

File #3

File #4
File #5
File #6
File £7
File #8
File #9
File #10

*= More files selectors will automatically appear if you run out **

[Upssgasens. Then click button to
upload and send.
See page 9.

Employee Login
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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.

mct
Typewritten Text
Page 6 of 9

mct
Typewritten Text

mct
Typewritten Text

mct
Typewritten Text


Page 5B- Attaching folders or several files within a folder

Full Service Tax & Accounting

Click to add files/
Secure Upload

l

Directory

See next page.

This page requires Java 1.5. If you do not see Java starting, please enable Java in vour browser. If encounter any problems
using enhanced upload, please get the |atest version of Java from Sun Microsystems at http:/

rww.java.com, Java is a
standard technology supported by all major companies. It is free, secure, and only takes a few minutes to install.
Tips:

+ Click "Add" to select the files you want to transfer or simply drag and drop the files onto the file list.
+ Add a folder to send everything inside.

Employee Login
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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.
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Carlson & Smith, ..r

Full Service Tax & Accounting

Secure Upload

Directory

(Ci \WsersimctiDesktop

Upload V‘:

This page requires Java 1.5. If you do not see Java starting, please enable Java in vour browser. If encounter any problems

using enhanced upload, please gst the latest version of Java from Sun Microsystems at http://www.java.com. Java is a

standard technology supported by all major companies. It is free, secure, and only takes a few minutes to install.

Tips:
+ Click "Add" to select the files you want to transfer or simply drag and drop the files onto the file list.
+ Add a folder to send everything inside.

Employee Login

Sample file to
be uploaded.
Click ADD
button again to
attach files or
folders to be

Click this button
when ready to
upload and send.

See next page.
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mct
Callout
Sample file to be uploaded.
Click ADD button again to attach files or folders to be sent.

mct
Callout
Click this button when ready to upload and send.
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See next page.
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You should get this
message. This
Success! Your file(s) have been received! Thank vou. < Comp|eteS your
uploading session.

Secure Upload

Send more files

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

Click to close
window.

& Intemnet | Protected Mode: On
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mct
Callout
You should get this message. This completes your uploading session.

mct
Line

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

mct
Callout
Click to close window.
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