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Opening Secure-FTP: https://Secure-FTP.chiz.com

Opening Secure-FTP:

Open Internet Explorer. Navigate to https://Secure-FTP.cbiz.com by typing the URL into the
Address bar. You will be brought to the following screen. Enter your username and password
and click “Sign On”.

2} CBIZ: Not Signed On - Microsoft Internet Explorer,

File Edt Yiew Favorites Tools Help

eBack @ \_) Iﬂ @ h /_\‘ Search \‘_;/E(Favorites {‘} <]~ :\’; _J @Z ﬁ

Address |féj https:{{secureftp. chiz.comfhuman, aspxr=786 3803908 ransackion=signoff v| Go Lirtks

i B

6 signed off successfully.

C» Sign On
Username: || |I:1 Security Notice
You are about to access a secured resource,
Password: | ||:1 CBIZ reserves the right to monitar and/or limit

access to this resource at any time,

% SignOn | [% Reset |

) meset

Need Help? Tech Support - Online Manual

Figure 1

Logging in for the first time: Password Change

Enter the user name and password that was provided. The Secure-FTP will prompt a password
change. The new password should be at least 6 characters and contain 1 capital letter

and 1 number

onto CBI2 as Jeffrey Beechler - PHX1 (;

6 Home
Q Messages 6 You are required to change your password now.
h6) Logs
Need Help? % Account Options (Jeffrey Beechler - PHX1)
@ online Manual
@ Tech support B Change Passward...
Enter your New Password: ||_ |Ij
Roweree b anjﬁq&g’ Enter your New Password Again: ‘ |D
Maow press the "Change Password" button: [ - Change Password - |
Figure 2
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Initial Installation of the Upload/Download Wizard (if prompted)

You may be prompted to Click on the link “Click here to install the Upload/Download
Wizard” or “Try to install the ActiveX Wizard”, depending on which message is shown.

Note: If the Upload/Download Wizard gives any error messages when being installed there is
either an issue with permissions on your Secure-FTP account or on your computer. Please
contact FTP Support (ftpsupport@chbiz.com) for assistance.

g
¥

YElE BS

BIZ as Pamela Knowles (CBIZ Tofias) (

6 Home

& ;

i Users g Account Options (Pamela Knowles (CBIZ Tofias))

B3 rFolders

:-5 Messages o¢ ActiveX Upload/Download Wizard

\} Logs The "Upload/Download Wizard" allows you to upload/download files faster,
upload/download multiple files at once, zip/unzip files on the fly and perform integrity

Find File/Folder: checks to ensure file non-repudiation. The ActiveX Wizard requires Internet Explorer.

The Upload/Download Wizard is NOT Installed.
"_L_Find File | # Click here to install the Upload/Download Wizard
Find User:

‘4, Find User |

~ OR ~ Disable the Wizard: Always - This Session Only

Blmkm e Wmrs il BT e mlel o be Sk || bl o 1A ed e mmeem e ke

The Upload/Download Wizard is NOT Installed.

# Click here to install the Upload/Download Wizard h

Figure 3

& Wizard Installation

I noticed (due to missing cookies) that you don't have the Activex Wizard installed.
would you like to...

# Try to install the ActiveX “l'izard<
# Disable the Wizard

# Disable the Wizard (this session onfy)
&

TIry to install the Java Wizard

Figure 4

An error message like the one shown in Figure 5 may appear. If it does, click OK.
Microsoft Internet Explorer, E'

! It was most likely blocked by Internet Explorer.

T The Wizard was MNOT installed on wour computer.
Please click the Information Bar at the top of vour browser window to continue installing the Wizard.
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There will be a message at the top of the Internet Explorer browser. Click the message that

appears and click “Install ActiveX Control”. An example is shown in Figure 6.

CBIZ: Jeffrey Beechler - PHX1 - Microsoft Internet Explorer

File Edit ‘“iew Fawvorites Tools Help

@Back M \_/J \ﬂ @ _;\_| /I__\J Search “:,:1‘\'( Favarites ﬁ‘} [_';v .:,L, _J @Z ﬁ

Signed onto CBIZ as Jeffrey Beechler - PHX1 (j

Wwhat's the Risk?

Information Bar Help

Account Options - Sign Out

Figure 6

The window will change and look like Figure 7. After a few seconds, a message (Figure 8) will

appear.

Logs

Need Help?

& online Manual
@ Tech Support

Powered by HtllLED
Imz

pknoew

8 Account Options (Jeffrey Beechler - PHX1)

> Installing ActiveX Wizard

The "Upload/Download Wizard” allows you to upload/download files faster,
upload/download multiple files at ance, zipfunzip files on the fly and perform integrity
checks ta ensure file non-repudistion. The Active® Wizard requires Internet Explarer.

The Wizard is installing. Please wait...

Wwhen prompted, please answer YES to the following dialog.
(vou may afso check the “afways trust content from Standard Metworks”™ box.)

x
Do you wiart b iatall and s ' Standad Nelwe
igred o B421/2001
052 4 end b
‘Slanderd Nebworks. Inc.

Fubizher suhen v s oThwe ererCA

Cauk "t 4N vorka, Inc assests shat this content
Fale t sh 3 ook metaldew s conlent d you
b5t dard Networks, Inc: to make that aszertion.

¥ sy bl content leom Stardard Networks, ine.

e T

Figure 7
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Click “Install”. After the install is completed, another

“OK”.

Internet Explorer - Security Warning

E More options

Do you want to install this software?

Mame: Standard Metworks MOVEiE Upload/Download Wizard

Publisher: Standard Networks, Inc.

4‘m Don't Install |
\/

While files from the Internet can be useful, this file type can potentially harm
wolt computer, Only install software from publishers you trust, What's Ehe risk?

Figure 8

Microsoft Internet Explorer

! } The Upload/Download Wizard installed QK.

Figure 9

Secure-FTP will go back to the user account window (Figure 10). Secure-FTP is ready to

upload or download content.

Need Help?
@ pnline Manual
@ Tech Support

Powered by MWHE i’.
imz

ﬂ> Secure Messages
) Drafts (0 Total)
) Inbox (1 New; 1 Total)
- - test {by on 3/6/2009 11:46:10 AM)
) Sent (0 Total)
) Templates {0 Total)
[ Trash 0 Total)

¥ Send a New Message...
Select/enter a primary recipient: (You may add additional reciplents later.)
User/Group: | v

Type a subject: | |

..and then press this buttan to compaose your message: Caompose Message

Figure 10
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Reading Secure Messages

Reading a secure message involves clicking on the linked subject of a secure message. Links to secure
messages can be located in several different places:

1. New secure messages will usually be displayed on your Home page. Simply click on the subject
of any message to view the whole message.

New Messages

~ Ineed my password changedl.... (from Freddy Masterson at 11/3/2005 3:56:10 Ph)

~ Latest figures for 03 D (from John Smith at 11/3/2005 3:54:51 PM)

D Mark All Messages Mat MNew

Newly received messages will always be in your Inbox. Other messages may have been moved to
other mailboxes. To list your mailboxes, click on the Messages link on the left-hand navigation
section, then click on the Go To Mailboxes link. Your mailbox list will be shown, indicating the
number of new messages and total messages in each. Click on a mailbox to view its contents,
and click on a message subject to read and individual message.

ﬂ) Mailboxes | Inbox

Secure Messages

Subject (click ta read meszage) % From DatesTime Actionz
#'} Password change... Jokin Stmith T 2006 1:53:43 PM Trazh
;} Latest Figures for 23 % Freddy Masterson 120 202005 6:13:31 PM Trazh

B Mark All Messages Mot Mew
Feturn to Mailboxes - Advanced Yiew

If you received a new message notification, click (or copy into your browser) the link provided in the
email. The link will take you directly to the message referenced (after signing on, if necessary).
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Composing Secure Messages

Composing a new secure message can be started from your home page, using the Send A New Message
section. Simply select the name of the user or group you wish to send a secure message to, enter a
subject, and then click the Compose Message button. If you don't have a selection box, enter the name
or email address of your intended recipient, and the system will search for the correct user for you.

Send a New Message...

Selectienter a primary recipient: Yo may add additional recinients fater,)
UserIGruup:l Freddy Mastersan j

Type a Subject:l

...and then press this button to compose vour message:  Compose Message

After clicking the Compose Message button, you will be taken to the Compose Message page, where you
can begin to write your new secure message. To add more recipients, either select the user or group
from the selection box, or enter their name or email address, then click the Add button. To make sure
you get notified when your recipient(s) read your message, check the Delivery Receipt(s) checkbox.

If you are using Internet Explorer, Firefox or Mozilla, you will see an advanced WYSIWYG secure
message editor where you can type your message. Buttons above the editing box let you change the
font, size, style, alignment, indentation, and even color of the text you enter. You can also enter links and
lists. If you are not using Internet Explorer or Mozilla, you will see a standard text box.
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/) (SECLII'E Message] [45end | [“L Preview | | Discard | [%s Attach..| [“%SaveasDraft | |“% SaveasTemplate |

] —
To: 42 John Smith | 2 |

Add H.E[:ipiEll‘l:ITDZ j I Select a Recipient - j ar I Enter Search Term - [+ Add.. |
Options: ™ Broadcast (Prevent"Reply Al r Delivery Receipt(s)

Suhject:l

B Clear Formatting Check Spelling

ok,

Here are some upcoming dates to be aware of:
/15 : codefresze

5/1 : IMPORTANT MEETING WITH CLIENT
5,14 : ship date

| et me know if you have any questions.

—-Helga

Attachments: [ Attach... |
Total Attachment Size: 0 kB

There are ho aitachiments at this Hime.

To add file attachments to your message, click the Attach button. If you are using Internet Explorer, you
can use the MOVEit Wizard to upload your files and make sure they are integrity checked. Otherwise, you
can upload your files using the browser's file selection interface. Once you are done uploading
attachment files, click the Edit or Preview buttons.

If you click the Preview button while composing your message, you will be shown what your message will
look like to your recipient(s). Clicking the Edit button from the Preview page will let you continue working
on your message.

To check the spelling of words in your message or its subject, click the "Check Spelling” link. Misspelled
words will be highlighted and you may use your left mouse button to select appropriate replacements.

When you are done composing your message and uploading any attachments, click the Send button to
send your message. Once sent, a copy is saved to your Sent mailbox for future reference. Notification
messages will also be sent to your recipients, to inform them that your message is waiting for them.
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Upload Wizard

Upload Wizard: Add File

After clicking the “CLICK HERE to Launch the Upload Wizard...” link a window will open looking
like the example below (figure 20). To upload one or more files, click “Add File”. Navigate to
the file you want to add to the Secure-FTP folder (figure 21). Files to be uploaded can reside
either on a local PC or a network shared resource (i.e. X: drive).

MOVEit Upload Wizard - Upload to Distribution f Testing

Select a file to add to the upload list

Ex

Look r: [ 52 data on Phyl 001" (M:) x| e ®EctE-
HWE ‘-. Please drop files into the ||_st below, TR | -, i Sopy ofFoms
L, o1 uge the buttons to the right. L‘.b IE$5vsDATA (25 Count For Number OF Returns
wizard My Recent  ([)705Daka 1) Count For Number of Returns
Add Folder Documents = znoeep Bcps
@ IC)BHT example [C3)Cpas Vpm Biller Data
Filename | Size | b odified | (10T I3 Ca and GoSystem Audit men
Desktop | bopy [C)Data Collection Form
(Eacbs [E)Deadstor
J IC3)Charter Schaols (S deadstor archive
Wy Damuments I Charterschools2005 () DelRepi
I3 Client CERIC
- I Client Close Quts IC)Ewal
;%! I3 Client Presentations =)Forms
. IE3 condo 12 Genesis
B 3 CopierTime [Symillshare
g o :
My Matwork — File pame: [ | Dpen
et = | Cancel | Places i
é Files of type: | a1 Fites | Caricel
Figure 20 Figure 21

There are three ways to select one or more files to be uploaded.

Look in: | (=3 Upload Dacumentation

Method 1:
2cent
nenks
By |
Method 2:

[

E] M Microsoft Excel Worksheet, xls

=) mo L o
ru FUC rics

Mew Microsoft Word Docurment, doc

i-ﬁti-:u‘l.ppt

Figure 22

list. The files have to be contiguous within the list.

Look in: | = Upload D ocumentation

[

oft
oft P
oft Word Document, doc

ek, xls

rkshe

Figure 23
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Click and drag (while holding the mouse button) to select multiple files.

Click one file in a list > press and hold the Shift key - Click the last file in the



Either an error message will appear, the folder window will come back with a file listing (upload
files individually) or the folder window will come back with an Upload Wizard Transfer Report
(Upload all files as one .zip).

Upload Wizard Transfer Report

Local Processing Status
L!j" 3 fileis) zipped into 'Testing.zip' Uploaded to Distribution / Testing QK (ID
12, #3I6Z05368)

Figure 28

The intended recipient of the files is now able to download the content that has been uploaded
to the Secure-FTP system.

Customer Support

The home page of the CBIZ Secure FTP web-site provides contact information for any technical or user
account support needs. An email address ftpsupport@cbiz.com is setup for customer’s to submit their
guestions and receive am email or phone call back with a response.
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