
Shultz Huber & Associates, Inc.  
Secure FTP Site ï Instructions 
 
To connect to SH&Aôs Secure FTP site it is requested that you use Microsoft Internet Explorer 6.0 

or higher. To check your version, open MSIE, then choose menu option ñHelpò ê ñAbout Internet 

Explorerò You want to make sure that your version of MSIE is capable of 128-bit Cipher Strength. 

This will encrypt the transfer of files to and from the SH&A Secure FTP site. (See Below) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Once you have ensured your MSIE version, type https://www.shaservices.com into the address 

window and press enter. Notice that you should have typed HTTPS. The ñSò in https allows the 

browser to connect to our secure site. Once connected to the Secure FTP site the files being 

transferred to SH&A or from SH&A will be encrypted. 
 
Depending on your MSIE Security settings, you may or may not see a small window open that 

indicates a security alert stating that you are entering a secure site. Please proceed through this alert 

by clicking on ñYESò. The following logon screen should appear. Enter your username and 

password. Usernames are not case-sensitive, but Passwords are case-sensitive. 



Once your username and password have been verified, the following screen should appear. (Next 

page, top graphic). You should see www.shaservices.com - /Usr/yourusername/. In this example 

we have entered into the Secure FTP site user ñsamplesiteò. Notice the ñLOCKò located in the 

lower right portion of the browser. This ensures you are connected to the secure portion of our FTP 

server. You may double-click this lock to view our Secure Certificate, issued by Thawte Premium 

Server CA. Next click on the link entitled ñUSRò 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The following screen should appear. Now click on your ñusernameò link. This will move you to the 

secure folder that only you and SH&A can access. 



You are now inside your secure folder. To UPLOAD  a file. Click on ñBrowseò to find your local 

file, and then once located, click on ñUploadò. 



Once the file has completed transfer, it will show up in the list of files that have been transferred 

to SH&A. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To DOWNLOAD  a file from SH&A, you can either double-click on the file name then click 

on ñSaveò (see page 6) or right-click the file name, then click on ñSave-Asò 



Click on ñSaveò. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then browse to the folder where you would like to save the file. Then click on the ñSaveò button. 

The file should now be transferred to your local folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you have any questions or concerns, please call the SH&A Defiance office and ask for someone in 

the IT department. 
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