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Introduction

This User Guide is designed for clients who will be using BDO ClientFlow. BDO ClientFlow is a solution for
clients and BDO Seidman, LLP (BDO) to exchange electronic documents securely and quickly. As an
alternative to emailing documents, BDO ClientFlow uses encryption technology so the firm and its
clients will have confidence knowing that the information is secure. For added security, all BDO
ClientFlow activities, including document publishing and client viewing, are recorded and audited.

Clients can access documents by logging into BDO ClientFlow through a link on BDO’s website
(http://www.bdo.com/bdoclientflow/). Clients will be able to view documents BDO has published to the

client, as well as upload documents to BDO through BDO ClientFlow. In order to use BDO ClientFlow,
you will need to ensure your computer is setup with the System Requirement below:

Note: Check with your Technical professional before making any changes to your computer.

Minimum System Requirements for BDO ClientFlow

Best Practice Recommendation: It is assumed that settings and configurations outlined below are
applied on a workstation with up-to-date operating system and Internet Browser is configured to
manufacturer’s defaults. For more details, please refer to System Recommendations for BDO ClientFlow
section.

In order for BDO ClientFlow to perform as expected, the following minimum hardware and software
requirements are recommended:

General Workstation
e Operating System: Windows 2000, or higher
e Internet connectivity should be either DSL or Cable broadband class connection speed

Minimum Software Requirements
e Internet Browser: Internet Explorer 6 or higher
e  Microsoft component: MSXML 4 (version 4.20.9841.0 or higher)

Minimum Hardware Requirements
e Monitor: Supports 1024x768 screen resolution
e Other peripherals: Keyboards and mouse internet

Browser Configuration
e Trusted Sites to include https://*.gofileroom.com

e Custom Level in Trusted Sites lists ‘enable’ for Access data sources across domains



Software

Adobe Acrobat or Reader 6.0 or newer is required. Only one version should be installed (e.g., Adobe
Acrobat should not be installed if Adobe Reader is already installed. If Reader is already installed,
uninstall it before installing Adobe Acrobat)

Microsoft Office 2000 or higher is required if users intend to view Microsoft Office documents from BDO
ClientFlow.

System Recommendations for BDO ClientFlow
e Microsoft Windows 2000 Professional, Microsoft Windows XP Professional, or Windows® Vista™
(Ultimate, Business, and Enterprise Editions)
e Internet Explorer:
0 6.0 or higher is required (Internet Explorer 7.0 is preferred).
0 128-bit encryption minimum.

Two options are available for managing the settings to successfully use BDO’s ClientFlow. One option
automatically manages all of the system configurations while the other allows them to be manually
updated.

Automated System Configuration Option
e Access the BDO ClientFlow Configuration Executable File by navigating to

https://www.gofileroom.com/bdo/ and click on “To automatically configure your computer for
ClientFlow, click here”.

Please read the user guide prior to using 8RO ClientFlow ( click here for user guide ).

The user guide includes instructions on how to manwally configure your computer to be compatible with BDO ClientFlow.

To automatically configure your computer for ClientFlow, click here .

To access your information, please enter your user name and password in the space provided below.

User Name:
~ | |
P Password:
.. II'“ - | |
-
Login

Forgot Password?

[] Check Browser




e Run, or Save the file to your computer and double click to start the installation.
e Read the disclosure statement and select Accept to proceed or Decline to stop the installation.
(Figure A)

lientFlow :: Configuratio

BDO Seidman, LLP
B D Accountal nd Con

By clicking on the “Accept' button below, [i] wou certify vour understanding that a utilit
will autornatically run that waill modify certain of wour local web browser's settings to
whatever extent necessary, in order to fully optimize your use of the applicable
Thomzon Reuters portal site"s functionality, and (i) you give your consent for said wility
to immediately begin making such modifications.

Prirt
Follback. Accept | Decline |

Figure A
e The installer will automatically complete all of the steps notes in the Manual System

Configuration. To see a list of all of the changes made to your system, click on the Open the log
file for your review box as noted in Figure B and click Close.

Changes just applied are detailed in the following log file:

C:ADocuments and Settingsibothelim'application
D ata\GoFileR oomsGFRSettingsiLoghglrSetings 20091214 bt

[~ Openthe log file for pour review

Please close all & Internet Explorer windows before
returning to BDO ClhentFlow. Click Cloge to finigh. Cloge

Figure B

e After running the configuration tool, it is important to close out of Internet Explorer before
returning to BDO ClientFlow.

e The Log File will appear as indicated below in Figure C



B gfrSettings 2008121611.txt - Notepad
Edit Format View Help

125 aM: Procesded to the next step
AM Begﬁnnﬁng of applying changes

1: Updating Internet Security settings (Click start > Choose Run > type inetcpl.cpl > hit Enter)
11 Applying changes to the 1ist of Trusted Sites

Trusted 5ite 1 to be added : *.gofilerocom.com
: Applying changes to the Custom Level of Trusted sites (Internet Security > Trusted Sites tab)
Change 1 to be made : Display Mixed Content: Enable
change 2 to be made : Access Data Sources Across Domains: Enable
: Change 3 to be made : Use Pop-up Blocker: Disable
11 applying changes To Internet Explorer international encoding settings (Internet Explorer = Page > ENCC
Change 1 to be made : Use Pop-up Blocker: western European (windows)
1: Applying changes in Internet Security window (Internet Security > Advanced tab and General Tab )
change 1 to be made : Do Not Save Encrypted Pages To Disk: uncheck
Change 2 to be made : Check For Newer Versions of Stored Pages: Automatically
: Applying changes in Internet Security window (Internet Security > Advanced tab )
change 1 to be made : Reuse windows For Launching shortcuts (when Tabbed Browsing Is off}: unchec
: applying installation packages/modules
11 User attempted to close the application
: User agreed to closing of the application

Figure C
*Note: A rollback option is available to “undo” any of the above listed settings.

e Rollback feature

The Rollback feature is designed to roll back the settings to what they were prior to running the
installation. To use the Roll feature, click on the installation file again, and select “Rollback” (see
below).

By clicking on the “accept” button below, [i] you certify your understanding that a utility
will aukornatically run that will modify certain of your local web browsers gettings to
whatever extent necessary, in order to fully optimize your use of the applicable
Thomzon Reuters portal site’s functionality, and (i) you give pour consent for aid utilit
to immediately begin making such modifications.

Pt
Rallback. Accept | Decline |

Manual System Configuration Option
e Add *.gofileroom.com as a trusted site. (Figure 1)
0 InInternet Explorer, go to the Tools menu, select Internet Options.
0 Inthe Internet Options dialog window, click on the Security tab.



General || 5E'IUFitY||F‘rivacy Content || Connections || Programs || Advanced

Select a zone to view or change security settings.

@ € v |0

Internet Local intranet | Pl k== | Restricted
sites

Trusted sites I

:j This zone contains websites that yvou
- trust not to damage your computer or
your files,
‘fou have websites in this zone,

Sites

Figure 1

= Click on Trusted sites and then click on the Sites button.
= |n the Add this website to the zone field, type in https://*.gofileroom.com
=  Click the Add button. (Figure 2)

Trusted sites

¥ou can add and remaove websites From this zone. Al websites in
; this zone will use the zone's security settings.

#dd this website to the zone:
abiout:blank

Websites:
htkps: f* . qofileroom, com

Require server werification (https:) For all sites in this zone

Close

Figure 2

= Custom Level in Trusted Sites (Figure 3) select ‘Enable’ under Access data
sources across domains



{2} Enable
{3 Prompt
gﬁ Enable \MET Framework setup
O Disable
{$) Enable
£ | Miscellaneous
£ | fccess data sources across domains
O Disable
() Enable
{3 Prompt
g. Allow META REFRESH
O Disable
() Enable
& | Allow scripting of Internet Explorer web browser control
{2} Disable

Figure 3

Additional Setting — In some instances, it may be necessary to uncheck the
“Reuse windows for launching shortcuts” setting on Internet Explorer
“Advanced” tab in order to allow for successful uploading of client documents
to the CF Upload drawer (Figure 4):

_General I Securit\_f Privacy_ Content || Connections Programs

Settings

[] Display a notification about every script error ~
Enable FTP Folder view (outside of Internet Explorer)
Enable page transitions
[] Enable personalized Favorites menu
Enable third-party browser extensions*
Enable visual styles on buttons and contrals in webpages
[] Enable websites to use the search pane®
[] Force offscreen compositing even under Terminal Server®
[+] motify when downloads complete
I [] Reuse windows for launching shortcuts {when kabbed brcl
[ Shows Friendly HTTP error messages
[=] Underline links
@) Always
) Hover ¥
| £ >
*Takes effect after vou restart Internet Explorer

[ Restore advanced settings

Figure 4



Check Browser
To verify you have the appropriate software installed, go to https://www.gofileroom.com/bdo/ and

click on “Before logging in, click here to verify system requirements”

Client Login

User Name:
| |
b ,:.il ) Password:

I | |
-
O team

[7] Forgot Password?

] Check Browser

Plesse use this table to check
such as brovser typa, varsion !
numbers and extensions or

3 Microsoft Internet Explorer 6 or higher

plug-ins installed in your
brovaer.
Flash Player 8.0 or higher

<
w
"

¢

It is reguired that you use
Microsoft Internet Explorer Cookies
varsions & or higher.
MSXML 4.0
If any of the cells in the
ENABLED column do not raad Acrobat 6.0 or higher
'Yes', please click
corrasponding links to address
those issues.

- <
o
»

Figure 5
*Note: lif you see any no’s, please quit out of all Internet Explorer applications and run check browser
again.

Accessing and Using BDO ClientFlow

Below are step-by-step instructions on logging in to BDO ClientFlow. Prior to receiving a login to access
the system, you will be asked to sign an addendum to your existing engagement letter. In this
addendum you will be asked to provide a name and e-mail address. This information, along with your
signature provides the needed authorization to create a BDO ClientFlow login and give you access to this
system.

You are responsible for notifying BDO Seidman, LLP at bdoclientflow@bdo.com immediately, if this
access should be terminated.



1. Once the addendum is signed, BDO will provide you with a login and password. This is typically
delivered via two e-mails. The first e-mail will contain the login (this will be the e-mail address
you provided) and the second e-mail will provide a temporary password.

Note: Depending on your email service, your login email may go to your SPAM or Junk mail folder. If
you still do not see your login info in these folders, contact bdoclientflow@bdo.com.

Sample Login Email:

[] [@ | From | Subject | Date v | Size| @ | ¥
| | BDOClientFlow@bdo.con Access Your Documents On-line (Part 1) Mon, 5/29/08 8:56 AM 3KB

O BDOClientFlow@bdo.con Access Your Documents On-Line (Part 2) Mon, /28 /08 8:56 AM 3KB
Dear Client

'You may now access your documents on-line by clicking the link below and logging into our web-based
document management system:

https://www.gofileroom.com/bdo/
Your Login is: client@client.com
For Security Reasons, we are sending you your password in a separate email. If you experience any

difficulties accessing documents, please call your Client Service Tax Professional or email us at:
BDOC lientFlow@ bdo.com

Sample Password Email:

Dear Client:

For Security Reasons, we are sending the password to access your documents separately from your
Login.

For complete login instructions, please refer to the previous email - "Access Your Documents On-Line
(Part 1)".

Your password is: password (you will be asked to change your password once you login)

If you experience any difficulties accessing documents, please call your Client Service Tax Professional
or email us at: BDOClientFlow@bdo.com

Best Regards,
BDO Seidman, LLP

Figure 6

2. Once you have received both e-mails, click on the link in your email to get to BDO ClientFlow
https://www.gofileroom.com/bdo/




3. Typein the User Name (your e-mail address) and temporary password provided by BDO and

click Login (See Figure 8).

User Name:
~ |
; = Password:
1 {
IR | |
P og“ ........... 3

7] Forgot Password?

[¥] Before logging in for the first time, click here to verify
system requirements

Figure 8

4. The first time you log in, you will be required to change your password (see Figure 9). When you

® N o v

create a new password, keep the following information in mind:

a. Passwords must be at least 8 characters in length.

b. Passwords must include both a letter and a number (symbols may also be used).

c. Passwords are case sensitive.

d. Login sessions will expire after three hours of no activity.

e. Users will be required to change their passwords on a regular basis for security purposes
(e.g. every 90 days). Passwords cannot be reused for 9 cycles. User accounts are
inactivated after three (3) login attempts with an invalid password.

|
1
1
[Save | [Cancel]
Figure 9

In the Old Password field, enter the temporary password provided in your password e-mail.
In the New Password field, enter a new password using the above-mentioned guidelines.

In the Verify Password field, re-enter the new password.

Click on the Save button. (see Figure 9)

Important Note: If you have forgotten your password or if you receive a message indicating that

your account has been disabled, you can reset your own password by clicking on the

[?] Forgot Password?

link on the login screen. This will have a temporary password sent to your

e-mail address and if necessary, will re-enable your account.

9. The BDO ClientFlow page will be displayed listing the documents that have been made available

for you to view.

10



BDO Seidman,
B D Accountants
= v
History ='_(_.‘,I|ange Password Logout
Client Name: GARCIA, CAROLYMN
Client Number: 0107323

2000 ATTACHMENTS SCANNING 01132008
CORRESPONDENCE TATUN K1 12102008
CORRESPOMDENCE COMPOSITE STATE SURWEY 01/13/2008
2008 EMGAGEMENT LETTER TO BE SIGNED 1202008
TAX RETURN FORM 1040 - INDIWIDUAL TAX RETURN 1211 0/2008
WORKPAPERS/SOURCED... BLAMK ORGANIZER 12102008

Figure 10

Using BDO ClientFlow

Once you have successfully logged in to BDO ClientFlow, you will have access to view any documents
that BDO Seidman LLP has made available to you (see Figure 10). From this main screen, you will also be
able to Add Documents, see a history of documents you have added, change your password and logout.

Viewing Documents

Documents available for viewing will be displayed including the year (if applicable), the type of
document, a description of the document and the date the documents was added. To view a document,
click anywhere on the row of the document you would like to view.

The document will open in the application it is associated with, such as Adobe Acrobat®, Microsoft
Word®, or Microsoft Excel® (Figure 11).

11



| HALLIBURTON | 20500-01 | AUDIT | WORKPAPERS | AUDIT WOR - Windows Internet Explorer. [ |[E][5]

e hittps:/iwww.gofileroom.com:

= sticky Note Taxtfuitsv &- #M | By = O » /7 [ O P/ \z?jjj;snm-w
I E P N

Lot ¢
Ui
P 1 Plas-Cup, ino.
Working Trial Salance « FHANCIAL ACCOUNTING Lead Sheet - Saies
Cacambar 31, 190
n=!| Beascription | remnexz | W kel | X% ADLIETINTS | %ed. . EECLARSES | el |
300| Salen (Le95,TILéM| W1 €2.539.919.38) | <001= 8,084.40 | 12,933, 85..78) n,mul.m'
301| Sales Swturms & Aliosances 82,4805 | 101 14,340,527 114, 340.52 14,340,582
302| Cash Dimcounts on Salen 6,000,080 101 1,509,085 o, 300,08 1,309.05
Total LT3, 14840 2,334, 269.41) 6,004.40 | 2,328, 185.21) n,m.-m:r
— T |

s @ []ie =5 40 08 H 853

o Trusted sites H100% -

Done

Figure 11

Documents opened from BDO ClientFlow are READ-ONLY. If you would like to make changes to the
document, you must first save the document on your computer. Open the saved file and make changes.
If you would like to send an edited file to BDO Seidman LLP, refer to the Adding Documents section.

Note: You are not automatically notified when a document has been made available to you. You
should check the BDO ClientFlow site periodically to see if new documents are available.

Adding Documents
If you would like to send a document to BDO Seidman LLP, the document should be saved on your

computer. Click on the o II'option at the top of the screen (see Figure 10).

Client Name: HALLIBURTON

Client Number: 20500.01

Description : |
File : | Browse...

Save i Cancel

Figure 12

Enter a description of the document that will be uploaded to BDO Seidman LLP. (Figures 12 and 13)

Description : |completed worksheet for inventory|

Figure 13

12



Click on the _Browse.._| button to locate and select the file to upload. (Figure 12)

In the Choose file dialog window, double click on the file name to select or click on the file one time and

then click on the Open button in the lower right of the window. (Figure 14).

Choose file
Look in: |L’f}Tax j Ll & E-
e | 2004 1040 Return. pdf & subsidiary2.xls
@ t 2004 Client Docs, pdf E_] 1040 Engagement Letter.doc
Wy Recent t 2005 IL1040 Return.pd2005 vf.pdf E_] 1040 Workpapers Barcode.doc
Documents = 500 califrmia 1040 Return. pf W) ABC_TanEnglir.doc
@ - 2006 Client Docs -for taxflow and adobe. pdf @_]Barcude 1040.doc
T anather W2 a week later. pdf WEng Letter Barcode.doc
Desktop | extra W2.pdf 8] inquiry about your CPA services. |
t SampleWorkpapers_With_Bookmarks.pdf Type: Adobe Acrobat Document

" sampleWorkpapers_Without_Bookmarks,pdf | Date Modified: 10/8/2007 9:20 AM kinjr

iy D“’/ - E_l]anuther training, xls R e

geuments B 10e Smith Financial data (son).xls W] \jorksheet - Cost of Maintaining a|

— @_]John Smith Financial data. xls

Ej}g @_]Mastar Company.xls

[ " \
T e @_]Sara Smith Financial data (daughter).xls
@_]subsidiary 1oxls
[ >

9 - | ’
My Networkc File name: |Sample tax document j Open

Places
Flesoftype:  [Al Files [~ =l Cancel

Figure 14

With the path to the select file showing, click the Save Button. (Figure 15)

File : |D:1Tax‘LCIients‘LSmith. Joe\Sample tax document

Save | Cancel

Figure 15

A graphic will appear on your screen confirming that the upload is in progress. Large documents and
slow or congested internet connections will take longer to upload. (Figure 16)

UPLOADING FILES...

Figure 16

Click on the OK confirmation window when the upload is complete (Figure 17).

Windows Internet Explorer

! E Your document has been successfully uploaded.
.

Figure 17
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If you do not get the successfully uploaded message, it is likely your file did not get uploaded. Please

check the system requirements and your internet connection carefully to ensure all the changes have

been made correctly.

Important Information about Documents Uploaded into BDO ClientFlow

Any type of document or file can be uploaded with BDO ClientFlow and viewed in its native
format except for TIFF files.

TIFF files will be converted to PDF files when viewed by the firm.

Approximately 400 MB is the maximum file size that can be uploaded to BDO ClientFlow.

A BDO ClientFlow session may time-out if the Internet connection is not fast enough to
completely upload the document within 3 hours.

Individual documents can be uploaded to BDO ClientFlow one at a time. Multiple documents
may be uploaded at one time if they are ZIPPED into a single file.

BDO is NOT automatically notified when a user uploads a document to BDO ClientFlow. Please
contact client service professional to let them know when documents have been uploaded.
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