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Before you will be able to send and receive documents, you must request a temporary password from your Dropfolder

provider (i.e. accountant, lawyer, bookkeeper, or architect). You will receive your temporary password in an email that
looks like this.

—1 Your DropFolder.net Account Information - Message (HTML) g@
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From: Steve Irwin Sent:  Thu 6/4/2009 10:51 AM
To: Stewve Irwin

Ges
Subject: Your DropFolder.net Account Information

Welcome to DropFolder.net!

Carlin and Burroughs Accountants has created a DropFolder.net account on your behalf.
DropFolder.net makes it easy to send and receive files securely between two parties.
Your user name is your email address (the one this email was sent to)

Your new temporary Password is : r7p7ppwcWm3

Please note that your password is case sensitive.

You will be required to change your password upon your first login.

To login please visit :
https://www.DropFolder.net

The first time that you log into the website on Dropfolder.net you will log in using your temporary password. Your user
name will the same email address where you received your temporary password.

Username Password

steveotp@gmail.com sessesnnee %
= logln
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Once you have entered your temporary password, you will be prompted to change the temporary password to a new
password of your choosing. Your Dropfolder provider has no record of this password. If you forget your personal
password, you request a new temporary password.

o Please update vour password.

New Password Confirm Password

S0 RRRRRS "
& Update

After you have logged in you will be able to see the files that your Dropfolder Provider uploaded to your account. If you
would like to securely send files to them, you can upload a file by clicking on the Upload Files button on the left.

Carlin and Burroughs Accountants

Chapman, Steve's Drop Folder

2008 1120 Form_pdf

[ Download Files

‘ Upload Files m

Name 2008 1120 Form.pdf
Kind application/pdf
Size 513.58 KB
Uploaded June 10, 2009, 4:13 pm

Logout . Note

Download Now

Carlin and Burroughs
Accountants

Lancaster, CA 93534
Phone: (661) 851-3900
Fax:

sale fficetoolspro.com
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This will activate the upload files dialogue from here you can browse for a file and add any additional notes. Once you
have selected the path to the file and added their notes, click the “Upload Now” button.

close window %

o Choose a file and add a message if you wish.

Choose a file

Upload a note with this file

™ Upload Now

Once the file has been uploaded you can close the upload dialogue by clicking the “close window” link at the top of the
screen.

close window %

ﬁ‘) File sucessfully uploaded.

Choose a file

Upload a note with this file

™ Upload Now




The Dropfolder.net will display all files uploaded in the downloaded files dialogue.

Carlin and Burroughs Accountants

Chapman, Steve's Drop Folder
2008 1120 Form.pdf
’ Download Files Letter of Introduction doc

Upload Files =
- DOC

| —

MName Letter of Introduction.doc
Kind application/msword
Size 29.50 KB
Uploaded June 10, 2008, 4:14 pm

Logout Note

Download Now

Carlin and Burroughs
Accountants

Lancaster, CA 93534
Phone: (661) 951-9900
Fax:

sales@officetoolspro.com

< Im [l

When you upload new files to your Dropfolder.net account, an automated email will be sent to your provider
notifying them of the new document.



