BDO FILE EXCHANGE

BDO File Exchange is a web-based file transfer solution providing a simple way to transfer
files securely between BDO professionals, BDO clients and other non-BDO contacts.
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HOW TO ACCESS FILES

1. BDO File Exchange can be accessed at
https://fileexchange.bdo.com or via email from your BDO
contact containing a link to the file(s) you have been sent.

Select “CLICK HERE” in the email to log into File Exchange. The
file name(s) will be near the bottom of the message.

Ta: Your emall address

CC:

‘You are recefving this message because BDO Contact has sent you 1 file(s) via BDO File Exchange.
Click here to access your file(s).

File{s) Expire Explration Date and Time

. Name of file(s) [1.7 k]

2. Enter your email address on the File Exchange homepage.

NOTE: Be sure to enter the same email address shown in the
“Your email address” section in the image above. Logging in
with a different account will not allow you to access your files.
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3. A six-digit verification code will be sent from login@bdo.com
to your email.

BDO Verification Code
BDO USA <login@bdo.com=
To You

Retention Policy BDO Standard Inbox (6 months)

Please enter the verification code below to continue the login process.

123456

This secure verification code will expire in 10 minutes.

4. Enter the code from the confirmation email into the
Verification Code box and select VERIFY CODE to proceed.
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5. If you have not previously registered your email address with
BDO File Exchange, you will be prompted to complete the one-
time registration process.
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6. After logging in, your message containing the associated files
will be viewable.

Sender Information
Full Name:  Sender Name
Email:  Sender Email

Sent Date:  1/1/2023 8:00 AM

Subject: Subject
Message: Message

Files Sent

Download All Files

Or click individual files to download

File.pdf[56 kb ]

HOW TO DOWNLOAD FILES

Click each individual file name to download them separately, or
all at once by selecting “Download All Files”. Using the
"Download All Files" option will create a .zip file containing all
individual files listed.

NOTE: When the recipient has downloaded a file, the sender will
receive an email notification.
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HOW TO SEND FILES

1. Once you have signed in and
registered, “YOUR INFORMATON"
will automatically populate with your o‘“"””"“
profile name and email.

Your Information

Email

2. Enter the email address(es) of the S

recipient(s)in the “To” field. If adding

several email addresses, separate e“" RN
with a space, comma, or semicolon. es”“”“'

Should you need to copy an
individual on the email, click “SHOW
CC” to expand this option.

Message

@b @E = ™IB I US| = 3 || Styles

NOTE: If you add a recipient in error,

click the “X” next to the name to

delete that recipient. You may also

copy/paste multiple recipients into

the “To / CC” fields. e Secun ThizMeasai §

3. Enter your email subject in the
”SUBJECT” fIE|d PLEASE NOTE: I you are uploading multiple files, we suggest that y

4. Type your message in the
“MESSAGE” field. This will appear in
the body of the email sent to the
recipient(s).

Click "Add Files' to open file explorer or drag files here
5. SECURE THIS MESSAGE: When
checked, the contents of the
message will not appear in the email ADD FILES || UPLOAD & SEND FILES REMOVE ALL FILE 0% 0%
that is sent but can be securely e 0
viewed on the File Exchange site.
The email that is sent notifies the recipient that the content has been hidden and can only be viewed by logging into File Exchange.

6. Select the “ADD FILES” button to select the files to send from your computer or drag and drop the files into the box. Files must be closed
first, or they won’t be sent.

NOTE: If you are using Chrome, you can drag a folder into the box and the contents of the folder will appear, available for upload. Please
ensure all files to be uploaded are not open or in use before proceeding to the next step.

7. Select “UPLOAD & SEND FILES” to send the message. An “Upload Complete — All files have been uploaded and sent” popup message will
appear to indicate that the files/ folders were sent. Select OK to close the popup.

NOTE: The recipient receives an email notification with instructions to access the files. Once the recipient has downloaded a file, the
sender will receive an email confirmation that it happened.

FAQs

= External users will need to register their email account to access files.

= The email address used to register and log in must match the email address to which the file was sent.

= Messages received from File Exchange cannot be forwarded. Each link is unique to the recipient for security reasons.

= Files may be downloaded up to 14 days after being received. After 14 days, the files will be deleted. Deleted files cannot be recovered by
BDO National IT.

= The sender has the option of sending the message content secured.

= Files up to 8GB can be sent.

= To resend an email, the entire file must be re-sent and processed.

= Files may not be sent to email distribution lists; however, they can be sent to a Shared Mailbox.

= Security and technical documentation can be found in the top navigation area of the site.




TECHNICAL
SUPPORT

For login and
access assistance,
please contact:

BDO Client Support
800-546-2191
accounthelp@bdo.com

BDO is the brand name for BDO USA, LLP, a U.S. professional services firm providing
assurance, tax, and advisory services to a wide range of publicly traded and privately
held companies. For more than 100 years, BDO has provided quality service through
the active involvement of experienced and committed professionals. The firm serves
clients through more than 70 offices and over 800 independent alliance firm locations
nationwide. As an independent Member Firm of BDO International Limited, BDO serves
multi-national clients through a global network of more than 97,000 people working
out of more than 1,700 offices across 167 countries and territories.

BDO USA, LLP, a Delaware limited liability partnership, is the U.S. member of BDO
International Limited, a company limited by guarantee, and forms part of the
international BDO network of independent member firms. BDO is the brand name for
the BDO network and for each of the BDO Member Firms.

This document contains information that is proprietary and confidential to BDO
USA, LLP, the disclosure of which could provide substantial benefit to competitors
offering similar services. Thus, this document may not be disclosed, used, or
duplicated for any purposes other than to permit you to evaluate BDO to determine
whether to engage BDO. If no contract is awarded to BDO, this document and any
copies must be returned to BDO or destroyed.

Material discussed in this publication is meant to provide general information and
should not be acted on without professional advice tailored to your needs.
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