First Time Login for Clients

Crowe Secure Information Exchange

Crowe Secure Information Exchange (Crowe Exchange) uses Multi-Factor
Authentication (MFA) to ensure your data is secure. The first time you log in

to Crowe Exchange, it will require steps to set up your MFA.

On subsequent visits to Exchange, you’ll have several options in which you

can use MFA to login to Exchange
This job aid covers:

e First Time Login to Crowe Exchange
e Subsequent Login to Crowe Exchange
e Accessing Okta Admin site

First Time Login to Crowe Exchange

1. You will receive an email [apps-noreply@iam.crowe.com] from
Okta. Click on the Activate Account button in the email.

Note: Okta provides the MFA service for you to securely use Crowe
Exchange.

N\ Crowe

Only one click to activate your new
account

@gmail.com

Click this button to activate your Crowe account.

This link expires in 7 days

f you experience difficulties accessin

your account, you can send a help request to

r system trator using the link

If the Crowe Email Redirect Page appears, click the Launch button in
the Crowe Secure Information Exchange section.

Welcome!

Crowe Email Redirect Page

Thank you for using Crowe products and services. Please continue to your respective
application by clicking the Launch button in the product card.

Firmwide Tax
Crowe Secure Information Exchange C-TRAC
Crowe Secure Information Exchange, or Exchange for short, is a Crowe's IRS-approved solution is designed to help not-for-profits
solution that allows us to coordinate requests for data and documents efficiently tackle aspects of tax compliance. With the C-TRAC Suite,

with our clients. It's designed to make it easy for our clients to gain access to necessary tax forms and related extensions, simplify
collaborate with us while at the same time providing leading industry- the compliance process with project management tools, and take
standard security contrels advantage of additional functionality with various add-on medules

designed to simplify tax compliance processes

The Welcome to Crowe LLP screen will appear. Type a new password in
the Enter new password field. Then reenter it in the Repeat new
password field.
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https://crowe.okta.com/help/login Repeat new password
This is an automatically generated message from Crowe. Replies are not monitored or answered
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4. You will be asked to choose a security question. Type your response in 6. A Verify with Email Authentication box will appear. Click Send me the
the Answer field. code to have the code sent to your email.
O oomcommmann N\ Crowe
Answe
<

5. Click a picture to select your security image and then click Create My

Verify with Email Authentication
Account.

b_g@aocl.com

Click a picture to choose a security image
Send ma the code

7. Once you receive the code, type it in the Verification code field and

click Verify.
A\ Crowe
=
Warity with Emall Authentication
VRCaBGn o508
e My it
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Multi-Factor Authentication Set-Up

g ” ) 10. Once you receive the code on your mobile phone or through email, type
You can choose to include your mobile number or an email as a

the code in the Enter Code field and click Verify.

secondary MFA setting.
AN Crowe
8. You will receive a prompt to set up a mobile phone number or, email @
address, Google Authenticator, or Okta Verify as a second level of
security. Click on your choice of secondary MFA and then Click N\ Crowe
Configure next factor_ Racaive & code vis SME 15 suthenticst
<

A CI'OWE Pl Auffbe

LESELE]

Set up Email Authentication

u Verification code
Erviar Coda

Set up multifactor authentication

_ = . !

e Okta Verify
Use otification sent to the

ﬁ Coogle Authenticator

Email Authentication

Setup

9. If you chose SMS Authentication, you'll be asked to enter your mobile
phone number. If you choose Email authentication, enter your email
address and click Send Code.
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The Crowe Universal Subscription Agreement will open the first time

12.
Exchange opens. Read it and click | Accept to proceed.

Crowe Secure Information Exchange 2o @

/N Crowe Universal Subscription Agreement
Flease take a moment to review the Terms of Service agreement below. By clicking "1 Accept”, you Indicate your acceptance of all the terms and conditions set forth in the document.

11. You will receive a screen confirming that your MFA is set up. Click
Finish and Crowe Exchange will open.
A Crowe
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Subsequent Login to Crowe Exchange
You will get an email from Crowe when you are added to a site (project).

1. Click on the link in the email and the login screen will appear. Type your
email in the Email field and click Next.

Note: You can also login to Crowe Exchange by typing
https://secureexchange.crowe.com in your web browser.

A Crowe

Email

cdep.clientl@example.com ‘

Need help signing in?

2. Type your password in the Password field. Then click Sign In.

Email

Password

I |

Need help signing in?

3. Click Send Code to have a code sent to the mobile number you set up in
MFA.

Note: If you want the code sent to your email that you set up in MFA,
click the arrow next to SMS and select Email Authentication. Then
select Send me the code.

If you choose to send a code to your mobile device, you will see:

A\ Crowe

>

SMS Authentication

(+1 XXX-XXX-6090)

Enter Code

If you choose to send a code to your email, you will see:
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N\ Crowe N\ Crowe
N Crowe
DL o
Select an authentication factor M
£ SMS Authentication SMS Authentication
[+1 XXX-XXX-6090)
Verify with Email Authentication Haven't received an SMS? To try
Re-send code Send a verification code to b..g@aol.com. Fgain. click

Enter Code
Send me the code T
678846| Re-send code

Sign Out

4. Once you receive the code, type it in the Enter Code field and click
Verify.

Note: Click the box next to Do not challenge me on this device for the
next 7 days if you don’t want to have a code sent for 7 days. Otherwise

you will be prompted to receive a code and enter a code every time you

log into Crowe Exchange as part of MFA.

Note: Crowe Exchange will time out after 15 minutes of inactivity. You
will get a pop-up with the time remaining as you get closer to the
expiration time.
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Session Expiring Saon

After 15 minutes of inactivity, you will be logged out automatically
Time Remaining: 02:12

S m

The Send Code page will appear for you to log back in.
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Accessing Okta Administration Page

You can access Exchange’s Okta administration site to update the following
items:

e Personal Information

e Security Image

o Extra Verification (Security Methods)
e Display language

e Change Password

¢ Forgotten Password Question

1. Type https://crowe.okta.com/enduser/settings into your preferred
internet browswer.

2. Enter the email address you use to login to Exchange, click Next.

N\ Crowe

Sign In

Email

Remember me

Need help signing in?

3. Enter your Exchange password. Click Sign In

A\ Crowe

Sign In

Email

Password

Remember me

Need help signing in?

4. From this dashboard, you'll be able to access all of your Okta
security and profile settings for Exchange. You can update your
profile information, password, and update your Forgotten Password
Question here.

Account # Edit Profile
A Personal Information & Change Password

3

First name

® Forgotten Password Question
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Updating MFA Security Methods for Crowe Exchange

This guide explains how you can change your Multi-Factor Authentication Step 2: Navigate to Your Account Settings

i/'\glr:ig) éaggg;iltgmi::;gizzrgr ecr)??/i\ll:t: iﬂﬁést;gt?;:]-eggg?; app (Okta e Click your name in the upper-right corner of the Okta Dashboard.

Click Settings from the dropdown menu.
Step 1: Log in to Okta Dashboard * 9 P

o Navigate to https//crowe.okta.com.

Steve

. Crowe Q search your apps crove.erout "y
e Enter your username and click Next. ~

A mya L e
v Aops @ Recently Used Steve Smith 1 1. Click on the drop down
Recently Used : menu next to your name.
- 4 2. Click on the "Settings™

I menu item
M e 1

Work —
Settings  fm . -

Crowe o secten © Crowe
Secure Information Recent Activity

A Notifications Exchange

Sign out
88 Add apps

Crowe Login Portal

Username My Apps Sort v
@ Work
Keep me signed in
Crowe
Secure Information
Next Exchange

Last sign in: a few seconds ago
© 2025 Okta, Inc

Unlock account? privacy @ _Add section A’

Hel

e Complete your verification using your existing method
(SMS/Email/Authenticator App).
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Step 3: Update Your MFA Security Method

e Under the Security Methods section, choose one of the following
authenticator apps to set up:

o Okta Verify
o Security Key or Biometric Authenticator (FIDO2)

o Google Authenticator

Steve

Crowe Q. Search your apps crowe_default

A My Apps
Account
Recently Used

work A Personal Information Edit v Security Methods

Add section ®

ods help your account security when signing in to Okta and othe

First name
A Notifications

Last name . ; =
= asswor eset
®s Add apps

Okta username

= - L e S,
Primary emai BT | - H 1
~a | Click the Setup button next &
Secondary email to your preferred security 1
Security Key or Biometric Authenticator Setup * r—— ] 4 method you would like to :
4 setup to login to Crowe H
Mobile phone % " Exchange i
- 1 !
Title Directo Google Authenticator Setup « L, -
User type Client
Phone Set up another
+1 XXXXXX-
Remove
@ Display Language Edit
Email Remove
Language English
Last sign in: a few seconds ago Security Question Remove
© 2025 Okta, Inc.
Privacy
.
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Authenticator App Setup Instructions 5. Scan the provided QR code on your computer screen or enter the
. . code manually.

Choose one of the following authenticator apps:

Option A: Okta Verify

1. Click Setup next to Okta Verify.

Crowe

&)

Set up Okta Verify
Crowe
®
1. On your other device, download the Okta

Set up security methods Verify app from the App Store® (iPhone® and
®) or on Google Play (Android® devices).
@Y
Q@

2. Open the app and follow the instructions to
add your account

Security methods help protect your

3. When prompts
scan the QR code

tap Scan a QR code, then

crowe_default account by ensuring only you

have access.

Required now

0 Okta Verify

y is an authenticator app,
your phone or computer,

used to prove your identity

Used for access

Can't scan?

Set up

Return to authenticator list

6. Your Okta Verify app is now configured. You'll be prompted by the
app during future logins

2. Select your device type (iPhone or Android).

Download the Okta Verify app from the app store on your mobile
device.

4. Open the Okta Verify app and tap the "+" to add an account.
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Option B: Google Authenticator
1. Click Setup next to Google Authenticator.

&

Crowe

Set up security methods
@
Security methods help protect your
crowe_default account by ensuring only you
have access.
Required now

_‘_ Google Authenticator
Enter a temporary code generated
from the Google Authenticator app.
Used for access

Set up

Choose your mobile device type (iPhone or Android).

Download Google Authenticator from the app store on your mobile
device.

4. Open Google Authenticator, tap the "+" or "Add account" option.

5. Select Scan QR Code or Enter setup key displayed on your
computer.

Crowe

1(.

Set up Google Authenticator
Scan QR code
Launch Google
Authenticator, tap the

"+" icon, then select
"Scan a QR code".

Can't scan?

Return to authenticator list

6. Complete the setup. Google Authenticator is now configured for
MFA.
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Option C: Web Authentication (FIDO2) 2. Follow the prompts on-screen
Web Authentication lets you use a hardware security key (e.g., YubiKey or
built-in device biometric sensors such as Apple with iOS16+ or Android 14+ R
deV|ce)' Choose where to save this passkey
1. Click Setup next to Security Key or Biometric Authenticator. @@ Phone, iPad. or Android device
[0

More

| 82 iPhone, iPad, or Android device

Crowe

B security key

Set up security methods Cancel

®

Security methods help protect your

y ensuring only you Return to authenticator list

crowe_default account

Required now

@ Security Key or Biometric v

Windows Security

Authenticator

iPhone, iPad, or Android device

Scan this QR code to save a passkey for “crowe.okta.com” on
your device.

This request comes from the app "chrome.exe” by “Google LLC".
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== Windows Security

Passkey saved

You can now use your device to sign in to “crowe.okta.com”.

e

3. Once enrolled, your Web Authentication is now active.
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