File Exchange Service

(Secure Large File Transfer and Quickbooks users file backup)

User Training Guide

Version 1.1

Instructions Include:

o Logging on

o Home page navigation

e Access, open, and review files

o Working with files

Helpline - (860) 228-1040

MKS %

Investment Management, Inc.
Registered Investment Advisor
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“File Exchange Service” - access and how to get around

LOGGING IN

Go to: www.2281040.com

o C(lick on “ Client Center” @

+ Click on “File Exchange Service” @

Client Private Page

MES TDAmeritrade
VEO Login

Your Personal Page

» Send & receive secure notes and small
files.

+ HKeep track of Active tasks

+ Access Your Financial Reports & Ta=x
Records.

» Access your TDAmMeritrade acocounts

« Review TDAMerirade Statments

MES Portfolio Reports

MES Financial Plannin
Svstem Access

+ Online Access to Selected Portfolico Reports

+ FReview / Update your financial plan

» Enter budget information.

File Exchange Service@

» Large File Transfers

+ Guickbooks users file badkup.

Designed for
all Clients.

View User Guide

For Clisriz with imvestrasris
ar TR Ameritrads

For owr Investrment
Managemenr Clisrmts

For our

Cligrus.

For our

Bustness Clisrts

User Guide Coming Soon
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“File Exchange Service” - access and how to get around

LOGGING IN (continued)

o Enter “User Name” @
o Enter “Password” @
. Click“signin” ®

MKS

Investment Management, Inc.
Registered Investment Advisor

2281040 File Server

Username @ Password @ @

e
Remember me Forgot username or password?
Erivacy Policy ® Terms of Service * Contact us . Powered by t
Copyright © 2009 Egnyte, Inc. >regnyte
© 2009 MKS Investment Management, Inc. Page 3

PO Box 1554, Hebron, CT 06248 860-228-1040




“File Exchange Service” - access and getting around

Home Page

. . . .
MKS 1
e g 1o
S Type your search term here
@
& My Home | folder:IShared/MKS Demao Tﬂ'; AT
£ Help Videos
Folders
EUD one level EZ Restore defaults [CLzbumbnail vlewm
= eélBlMD FA=aemr [E1  Type | File Name = Date Size (KB) | Owner Note iree—p \J Upload File
E-a Shared . .
"~ = E Directions to Office.PDF Nov/7/09 13:29 102 MKS Demo @ o pew Folder
4l 1S Demo e T T
A Export
@ i
—Pp [T move
€3 Delete
L) Rename
> send <
& Tagq
(z> —P | ah Lock
.  Unlock
4 4 | Page 1 of1| k Pkl Displaying results 1- 1of 1
Egnyte Home « Privacy Policy = Terms of Service = Product FAQ = HIPAA » Send Feedback = EpuRmEl Pr
Narrow results by Srxegnyte
‘Copght e2008
Tags ==
Done € Internet | Protected Mode: Off f5 v H100% v

Page Referencing
e Folder and sub-folder directory tree @
e Folder and file listing ®

e Retrieve a file from your PC and upload ®

@ ®

e New folder - create a new folder e Send - send/e-mail a file

e Export - export a file e Tag-

e Copy- duplicate a file @

e Lock-lock a file
e Move - move a file

e Unlock—unlock a file
e Delete - delete a file

e Rename - rename a file

NOTE: all information shown is sent through a secure network
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“File Exchange Service” - access and getting around

Working with files

To open a file

o Click on desired file within listing ®

folder : IShared/MKS Demo

Up one level B Restore defaults [ Thumbnail vlewz
0 File Server = Type File Mame « Date Size (KB) Owener Note | Tag | Info P up
d .
= 7 MKS Demo sub-folder 2 el
Directions togaffice.PD ovi17/09 13:29 2 MKS Demo =T
s Domo cubfolde =1 EQ Dpirections t ce.PDF Nov/ 17409 13:29 102 MKS D @ A Ex
Co
@ :
&3 Def
L1 Rel
>4 sel
& Taf
e Select “Open” to view file ®
e Select “Save” to copy file to your computer. @
o Select “Cancel” to abort download @
g zoogft File Download ﬂ -
g Crired — mo
Do you want to open or save this file?
q-_ Mame: Directions to Office.PDF
s Type: Adobe Acrobat Document, 102KEB
From: ZZ.BIMD@nﬁe.com
[ Cipen ] [ Save ] [ Cancel ]
I--"HI While files from the Intemet can be useful, some files can potentialty
,g/ harm your computer. f you do not trust the source, do not open or
= save this file. What's the rsk?
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Working with files (continued)

To upload a file from your computer and forward

e Click on “upload file” under “ACTIONS”

=]
]

| folder : iShared/MKS Demo Tor; Wi
& Helb video

P Up one level Ef Restore defaults [ Thum|
281040 File Server |  Type |Flenomes Date Size (KB) | Owner Note | Tag = | # Uplcad File
" Shared -1
= L MKS Demo sub-folder = Mew Folder
I ‘{ B o | Novi/19/08 1326 288 MKS Demo (@) A Expor
‘i MKS Demo sub-folde = IE Nowi 17108 12:29 102 MK D P Export
el wi17/09 13:29 2 S Demo 7_] i
=T Move
€3 Delete
L] Rename
> Send
& Tag
Unlock
Page 1 ofl Displaying results 1 - 3 of 3
— Egnvte Home = Privacy Folic Terms of Service s Product FAQ s HIPAA = Send Feedback = e“’s:‘,:'y“'te
o Click on “Select file(s)” to browse your computer. ®
o Once file is located, either click or drag and drop files to file listing box. @
o Click on “Start upload” once file selection has been verified @
Upload to Folder: /fShared/MKS Demo
Multi-File & Folder Uploader
Filename Size Date
/r“ Select or drag and @ﬁ.-’:? to upload
| €] @
Select file{s) l ’ Start upload Cancel
Use this plug-in as my default for all file uploads.
Note: You can also use an FTF client to upload large files and folders.
Click here for details.
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Working with files (continued)

To send a file

P Select the desired file(s) then click on Send
\ N

Ay My H * folder:/Shared/MKS Demo 5
& ome e t.';; . Heln Videos

Folders

[ Thumbnail viewm

. F?Up one level E Restore defaults
=5 ] 5
@ 2281040 File Server TR T — Date Size (KB) - Note | Tag | Info \J Upload File

=+ Shared i i —— .
o Share IE 2008 client information docu... Nov/18/08 13:26 268 MKSD @ % New Folder

-.{ MKS Demo|
: I Directions to Office.PDF Nov/17/08 13:29 102 MKS Demo

() A Export

) cooy
[T Move
6 Delete

L] Rename

>4 send

o Tag

=

ock

s, Unlock

P Next select either “as attachment” or “as link”

« To send an attachment - in which case an email is sent to a recipient with the
chosen files as an attachment. ®

« To send a link - in which case a URL address is sent to the recipient. When the
recipient clicks the URL address the file is downloaded without having to login. ®

a. Links can optionally have expiration dates @

e e e ]

-~ KB}
Send as... 2

@ as link ) as attachment (1 zip file will be created)

Directions to Office.PDF

Links will expire in? (§) |:| MNewver -

MNotify me when the link is clicked? @ Mo ) Yes
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Working with files (continued)

As an attachment:

o Selected file(s) will appear in this box @
o Type in destination e-mail address(s) ®
o Enterin subject @

o Enter message ion message box @

(
Send Items

Items selected:
O B pjrections to Office.PDF T

Send selected items to

Separate with commas.

Subject
N

Message

@

As a link:

o An email message will appear with URL address link embedded. @

o Complete email (recipient e-mail address, message, etc)

= iles have been shared with yo Message (HT ML)
(m] v 9
~ Message Insert Options Format Text
=2y i Cut = S — = - =% -
e EoEEE) (M @ § D o W
| =3 Copy - - ?
Paste . | B 7 U ||alg/ A || i E” i= §_§| Address Check Attach Attach Business Calendar Signature Follow Spelling
- F Format Painter = - = Book Mames File  tem Card~ - up- | & -
I Clipboard L) Basic Text Mames Include Options M || Proofing

' |
i
=3

Subject: Files have been shared with you.

®

Directions to Office.PDF can be accessed at https://2281040.egnyte.com/h-s/20091214/c0590393e75547f5

5

© 2009 MKS Investment Management, Inc. Page 8
PO Box 1554, Hebron, CT 06248 860-228-1040



