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SETTING UP A SECURE BOX FOLDER

WHY THIS IS IMPORTANT

In the ‘old days’, when clients sent us documents (sensitive or not), they would do
this via email. Today, there are far more secure ways for clients to share their data

with us, and we take our role in protecting your data very seriously.

For this reason, we are asking all clients to set up a Box account with two-step
verification. While this process involves a few steps, it only needs to be done once.
Once done, you will use that Box account to:

e  Provide information to us easily and securely

e  Receive clients forms and information from us easily and securely

e Access all your client info in one secure location that both you and we
have access to.

Please follow the instructions in this guide to set up a secure Box account.




SETTING UP A SECURE BOX FOLDER

STEP1

You will have received an email from Box via HPH Solutions. Click Accepft Invite.

mx Sign Up

HPH Solutions invited you to collaborate on:
Discovery Folder

"Hi Name

As discussed, this link will guide you in opening a Box login to
establish a secure folder to upload the requested documents.

We have attached a guide on how to establish this folder link in
our original email.

Please let us know if you have any questions.

Warm regards,
HPH Solutions
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SETTING UP A SECURE BOX FOLDER

STEP2

The ‘Create your account’ screen will appear. Enter the details below and click ‘Submit’

Create your account

HPH Solutions has invited you to collaborate on "Discovery Folder”

Sign up for a Box account to accept invitation You're invited to collaborate on:

Full name

1. Enter your fullname —— Full name 0] Discovery Folder

Shared by HPH Solutions
Email address

This field will already be pre-populated with your email

2. Enter the password you Password Good
want fo use > ®
3. Confirm the password you Confirm password
wda nt TO use P Confirm password ®

Phone number

4. Enter your phone number ———— Phone number

E[ | live in the European Economic Area or UK

5. Agree to the Terms & ———————{ By ticking this box, you agree to Box's Terms of Service
e . . . and confirm you have read Box's Privacy Policy. You
Conditions by ticking this

and service updates, special offers, events and
box

also agree to receive emails from Box regarding product

webinars, and other marketing materials. You may
unsubscribe at any time

le.dg)r&%,;,w‘, HPH Solutions
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Once you click ‘Submit’,

Box will send you a w(é\ﬂ

confirmation email.

You will see this ————» We've sent you a confirmation email

To log in to your account you'll need to verify your email: youremail@youremail.com
message on the screen.
Go to Step 3 to see

what to do next.

N Open Gmail ' Open Outlook

Can't find the email? Click here to resend.




SETTING UP A SECURE BOX FOLDER

STEP3

Head to your inbox. You should see an email there from Box that looks like the below.

box

Almost there! Please verify your email address

Welcome to Box! Please verify your email to get started.

Click the ‘Verify >
email’ button

If you did not sign up for Box, or believe that an unauthorised
person has signed up using your email address, please contact
Box Support.

2 2022 Box - 54 North Row, London, 'W1K 7LL, UK
About Box - Privacy Policy

Congratulations! Your Box account is set up. You now have a permanent and secure

location to upload the documents we need to provide you with financial advice for life :)

Please head to the next page in this pdf where we’ll share how to upload documents to

Box.
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UPLOADING DOCUMENTS

TO YOUR SECURE BOX FOLDER

STEP1

Now that you've verified your email address, head back fo your internet browser. You should
see this screen. Click the Get starfed button.

f

u

Share and collaborate in real time:

Explore Box Apps for additional integrations

rDII

STEP 2

Clicking the Get started button will open up this screen pictured below.

Click on Discovery folder.

All Files -

Add and secure your content in Box
Use your favourite apps to create documents directly in Box, or upload an

existing file. They are secure and accessible - anywhere, at any time.

Upload ~ Create folder ] Create Microsoft files ~ G Create Google files ~

Name Updated § Size

.
Secccccccce > T Discovery Folder Today by yourname O Files

m Get Started with Box.pdf Today by yourname 18 M8




UPLOADING DOCUMENTS

TO YOUR SECURE BOX FOLDER

STEP3

All documents you wish to share with your adviser should be uploaded to this folder. Sharing
files this way ensures that all the sensitive information being shared with us is done securely.

(Email is not secure.)

We will also upload files we want to share with you to your Box folder. Having all your
important documents in a single, secure location will mean you always know where to go

when you want fo view your files. No more searching through email!

All Files » Discovery Folder

Folder Word document Excel spreadsheet

Get started by adding your first file

Create new documents directly within Box or upload an existing file

| Upload ~ ‘

4

Click here to upload your files from your computer.

You can also drag and drop files directly on to this bit of the screen to upload.

ACCESSING YOUR BOX FOLDER GOING FORWARD

Every time you need to provide documents to us, you will need to access your Box folder. For

this reason, it is a good idea to bookmark your Box folder in your browser.
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SETTING UP 2-STEP VERIFICATION

FOR YOUR BOX FOLDER

WHY THIS IS IMPORTANT

2-step verification is an extra step at login that protects you in the event of your
password being compromised (via hacking, guessing or phishing).

We request that all clients set up 2-step verification on their Box account as this

adds an extra layer of security

Setting up 2-step verification on your Box folder is easy. Just follow the steps on

the next few pages and you’ll be done in no time.




SETTING UP 2-STEP VERIFICATION

FOR YOUR BOX FOLDER

STEP1

Log in fo your Box account.

STEP2

Click on your account icon in the top right corner of the page,---«--cvoeeeiiiiiiiiii

and then select Account Settings. «-oooeeeeeeeeeeee :
Q. Search files and folders g E o a ..i @
A” Files . § View profile
Seecececsccccsssscccscccsns > Account settings
Recent files
Collaborators
STEP3

Under the Account tab, scroll to the 2-step verification section and click Set up. ----.

2-step verification 2-step verification

2-step verification can help protect
your account from unauthorised
access by requiring you to enter an
additional code when you sign in.
Learn more

Set up 4




SETTING UP 2-STEP VERIFICATION

FOR YOUR BOX FOLDER

STEP4

You will now be offered three ways to do your 2-step verification.

Box will recommend you choose Authenticator app. And if you already have an
Autheticator app on your phone and are familiar with its use - go right ahead and choose

that option.

If you’ve never heard of an Autheticator app/don’t have one on your phone already, we

recommend You selecf SMS text messqge_ ........................................... .

But if you prefer email, select that option.

Set up 2-step verification

Select a sign in option:

e eeeececeneeeeneneanenenne > @ Authenticator app RECOMMENDED

You will receive a code from an authenticator app to sign
in. View suggested authenticator apps

O SMS text message <................................................:

You will receive an SMS text message on your phone with
a code to sign in.

() Email

You will receive an email with a code to sign in.

The next few pages outline the process involved depending on which of the three

options you've selected above.



SETTING UP 2-STEP VERIFICATION

FOR YOUR BOX FOLDER

STEP 5 - AUTHENTICATOR APP OPTION

If you chose ‘Autheticator app’ in Step 4, Box will open up a new window with a QR code
for you to scan. The QR code will look like the below (but won’t be the exact QR code
below).

Set up 2-step verification X

Authenticator app

Step 1

Using an authenticator app, scan the QR code or manually

enter the secret key. View suggested authenticator apps

— Ll
OpfEe=- |0
o -
1 3 .
et e 1. Use your authenticator
O ] N )
app to scan this QR code
L]
g
-
PA4U CREU P4G7 A6CW ECLA

Step 2

Enter the 6-digit code from your authenticator app.

Authentication code o
2. Enter the 6-digit code the

[Entertheé_d1g|tc0de 4..--....---..--}- ...... . .
authenticator app gives you.

Rack m< 3. Click submit

2-step verification is now set up for your Box account. The next time you login to Box, you

will be prompted to enter a verification code from your Authenticator app.



SETTING UP 2-STEP VERIFICATION

FOR YOUR BOX FOLDER

STEP 5 - SMS TEXT MESSAGE OPTION

If you chose ‘SMS text message’ in Step 4, Box will ask you what your mobile number is.

After you have provided your mobile number, the following screen will appear:

Set up 2-step verification X

A confirmation code was sent via text message to the

phone number you provided. Please enter the code below.
Country
Mobile phone number

Your mobile number will show here
Confirmation code

1. Enter the code you

[ Enter the code you received on your phone T ey } .......

received via text message

Cancel ‘ <--- 2. Click continue

2-step verification is now set up for your Box account. The next time you login to Box, you

will be prompted to check your phone for a verification code sent via SMS.



SETTING UP 2-STEP VERIFICATION

FOR YOUR BOX FOLDER

STEP 5 - EMAILOPTION

If you chose ‘Email’ in Step 4, Box will show you the screen below. Click Continue.

Set up 2-step verification

A code will be sent to your default email address to confirm

your identity.
Cancel S IXITHI Click continue

Check your email for the confirmation code and enter it as shown below:

Set up 2-step verification

A code will be sent to your default email address to confirm
your identity.

Confirmation code

D TITPRN Enter confirmation code here

= -

2-step verification is now set up for your Box account. The next time you login to Box, you

will be prompted to check your phone for a verification code sent via email.




