Shultz Huber & Associates, Inc
Secure FTP Site Instructions

To connect to SH&AOGs Secure FTP site it is re
or higher. To check your versi on,6 fabow iInterddS | E,
Explorero You want to make sur e -bitiCepher Srangth. v er
This will encrypt the transfer of files to and from the SH&A Secure FTP site. (See Below)
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Once you have ensured your MSIE version, tyttes://www.shaservices.connto the address

window and press enter. Notice that you should have tf@dPS. Th &0 fii n ht t ps al | o
browser to connect to our secure site. Once connected to the SecugiteRTP 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 procgledHisralert

by clicking on AYESO. The following | ogon scr
passwordlUsernames are not casgensitive, but Passwordge casesensitive.

. Connect to www.shaservices.com @ |

www shaservices.com

User name: l €3 samplesite v

Password: | ~~~~~~~~

[ 1rRemember my password
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Once your username and password have been verified Jitwifg screen should appear. (Next

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

we have entered into the Secure FTP site wuser
lower right portion of the browseThis ensures you are connected to the secure portion of our FTP
server. You may doublelick this lock to view our Secure Certificate, issued by Thawte Premium
Server CA. Next click on the |Iink entitled AU

: www.shaservices.com - /Usrisamplesite/ Microsoft Intornet Explorer
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www.shaservices.com - /Usr/samplesite/

30 May 2006 12:21 <dir> Usr
‘\ Click on "Usr"
Notice the "lock”. Double-click to view Secure Certificate \

& 8 © ntemet
The foll owing screen should appear. Now click

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

www.shaservices.com - /Usrisamplesita/ Microsoft Internet Explorer
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www.shaservices.com - /Usr/samplesite/

o Parent Direc
30 May 2006 12:21 <dir> samplesite \
Your username folder should show here
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You are now inside your secure folder, IBLOAD a f i Il e. Cl i ck on HABr owse
file, and then once | ocated, click on AUpl oad
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Upload a fle to current folder: [C\Documents snd Sefil _Browss
» Click on "Browse" to locate your file to upload
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Choose file

Look in: [D Samplesite LI - ek BB
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Places I _l I—'
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Once the file has completed transfer, it will show up in the list of files that have been transferred
to SH&A.
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Upload a file to current folder: | Browse.. Upload

To Parent Directory

30 May 2006 14:31 1505890 3612TTi2,.#VC
30 May 2006  14:33 60 semplefile.txt \
Files that have been transferred to SH&A
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To DOWNLOAD a file from SH&A, you can either doubldick on the file name then click
on ASaveo (seelipalet b foirl e imgpdme, t hen click
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Upload a file to current folder \ Browse. Upload

[To Parent Directory]
30 May 2006 14:31 1505950 3612TT12.#VC

30 May 2006  14:33% 60 gemplefile.txt \
Double-Click or Right-Click, then "Save-As"
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Click on fnSaveo.

Then browse to the folder where you would IiKk
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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