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Welcome to the Bishop Fleming Portal

We are delighted to announce the launch of our new Client Portal. The Portal allows you and Bishop Fleming to
exchange files very securely and will be replacing email as the way in which we do this in the future.

You will be aware that email is open to interception and imitation, the Client Portal prevents the possibility of this
happening to you. The Portal will allow you to digitally sign documents and so will also speed up the process of
approving documents. The process of registering on the Portal is very simple, it will happen the first time we send you
a document and once set-up this account will form the primary method of file exchange between us.

The following is a step by step user guide that explains in detail how the Portal works, but if you have any questions
please don't hesitate to call your usual Bishop Fleming contact.

Initial email

When we publish a document to you for the first time, you will receive an email from us. This will be titled clearly with
your Bishop Fleming advisor's name, and state that you have received a pack of documents. You will see your user
name at the top of this email and you will be notified of any time limit you have to action your document.

Andrew Yearsley from Bishop Fleming has sent you a pack of documents... » &
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Dear Mrs Dale,
Andrew Yearsley from Bishop Fleming has sent you a secure pack of documents.
Andrew Yearsley has also sent the following message:

"Please find attached your 2016 accounts documents.”

This email has been sent to alison_dall look.com whé‘ is-the-add Yy :Usel’name
should use when logging into the Virtual Cabinet® Portal. Please do not reply to this
email. This mailbox is not monitored and you will not receive a response.

o o
This pack of documents will be available in the Portal for 60 days and 23 huurs.< '-rime lelt

Virtual Cabinet is a secure and audited document distribution and management system
used by Bishop Fleming to allow you to receive and digitally "sign" documents from within
your own individual secure portal. The digital signature legally replaces a physical
signature on a piece of paper.

Account Activation

Before you can access the pack of documents, you will need to follow our simple
account activation process within 5 days of the date of this e-mail:

1. Click on this link - your browser should open and display the Virtual Cabinet
Portal account activation page. A lot of the information is filled in for you - you

et noad tn ramnlste amithing that'e miceinn

Your simple, safe and secure document portal
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Account activation and password creation

1. As this will be your first time using the Client Portal, you will need to activate your account. The account activation
process will need to be completed within 5 days of the email being sent to you. However, if you haven't completed
the process in this time, we will send you a reminder email with a new link.
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2. Please use the email address on your 3. You will then be asked to confirm your name

account activation email to sign in. Your and contact details. For security reasons and so

password must be at least 7 characters, and your device can be recognised in the future, you
should contain at least 1 capital, 1 lower case will need to accept the cookies.
and anumber. You are able to read terms and conditions by

clicking the link displayed.

Activate your account: Step 2 of 2 Almost done...

Title
LOGIN DETAILS PERSONAL DETAILS Mrs

Activate your account: Step 1 of 2

First name
Welcome to Bishop Fleming's Secure Client Portal Alison
Last name
Dale
Email address
1 Count
alison_dale@outlook.com v ountry
United Kingdom E
Password

Telephone number

Mobile number

p HE‘ | agree 1o the use of cookies on this device to enhance my experience. Further information.
1 [J1 agree to the Terms & Conditions
“ About our Client Portal COOkIeS

Activate account ‘

Terms and Conditions
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Navigation of your account

You are now in the client portal, viewing your pack of documents. You will find your messages displayed in the left
hand column, and you can also view the list of documents published to you in this pack. Any instructions such as
‘Please read here and sign’are shown here as well.

The icons at the bottom can be used to zoom in and out and rotate the document as you please.

2016 Accounts for Signing * Cover Letter x
Andrew Yearsley ~
Messages o B i e
Our Ref BSLN234/AY |S op em|ng
Messages Your Ref. (
Date: 16 September 2016
@ Please find attached your
2016 accounts documents.
16 PRIVATE & CONFIDENTIAL
SEP Mrs A Dale
2016 The Little Digger Company
16 Queen Sguare
Bristal
Thank you @
I Cover Letter BSTaNT
Documents 16
2016
o
ACtlon Documents (3) - (4] .
. d Dear Alison
reqUIre I Cover Letter ° 2016 Accounts for Signing
igﬂlj Accounts for Sign... g Please find attached your accourts for approval along with your tax computation far your information
Tax Computation 2016 If you have any gueries please do not hesitate to contact me
Please read Yours sincerely
i .
/" P Zoomin/out
Andrew Yearsley
Seniar Manager
ayearsley@bishopfleming. co.uk : o n
PR ] F-V Download
Rotate

To move to the next document, you can click on the next one on your list.

Signing documents and leaving a message

You can digitally sign the document required using the button at the top of the document.

This gives you the option to leave a message for us prior to clicking the blue’Sign’button.

Signing Statement

By electronically signing this document, |
acknowledge this is the equivalent of providing a
written signature on a hardcopy document

Message

Your Signature

Your signature will contain:

' information that identifies you
~ any message you have entered above
" your current LP. address (46.255.114.66)

Sign Cancel

¢ Bishop Fleming
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You can now either download a copy of your signed document, read the next document, or go back to your portal
home screen.

Thanks!

¥ou have successfully signed the cocument 2016
Arcounts for Signing

What next?

Download & bopy Download a copy

Read next

Show me evenything

Show me everything

Alternatively, if you simply close the message, you can view your signature information added to the end of your
document.

Click on the red cross in the top right hand corner to close the pack and return to your portal home screen.

2016 Accounts for Signing * 2016 Accounts for Signing x<eRed cross
Andrew Yearsley Virtual Cabinet Portal Digital Signatures
G _ el
Digital Signature Verification
You can verify that this is a genuine Virtual Cabinet Document Portal signed document by uploading it to the following secure web page:
Messages
hiips ifwww vituaicabinetporial com/VerifySignedDocumant
@ Please find attached your Signature Dates and Times
2016 accounts documents. All dates and times shown in the signatures below are expressed in Coordinated Universal Time (UTC), which is generally equivalent to GMT
16 You can find out more aboul UTC al he following web page
SEP
06 hitp:fwww virualicabinetportal com/WhatlsUTC
Thank you @
[ Cover Letier
16 . .
e Signature 1
2016

Signed by Alison Dale using authentication code PDkzMAUMCKjSmUuSw== at IP address 46.255.114 66, on 2016/00/16 14:13:56 Z
Alison Dale's e-mail address is! alison_dale@outlook.com

Documents (3) i E Alison Dale added the lolowing comments
Cover Letter (/] “Thank you*

2016 Accounts for Sign... o

Signed

Tax Computation 2016
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Sending us a document

Click on the Client Portal link which can be found in the top right hand corner of any page of our website.
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Client Portal

Lending you our expertise
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1. Sign in with your username and password.

¢ Bishop Fleming

& Signin to our secure portal

O Remember my email address? Having problems?

About our Client Portal onm

2. Select'Compose'.

= Bishop Fleming Alison Dale @

(Bishop Fleming £ §i B Q Searc

Compose * > e =2
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oy 0 Please find attached your 2016 accounts decuments.
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You can only send a document to a Bishop Fleming advisor who has previously issued a document to you.
Documents must be a maximum size of 95mb per file.

Please contact us if you need to send us a document, but have not been registered onto the client portal.

Future published documents

You will receive an email notifying you of further documents for you to read and/or sign, as well as the length of
time you have to view and action the document. This email also tells you who it is from and their message to you.
By clicking the link provided you will then need to enter your username and password.

Andrew Yearsley from Bishop Fleming has sent you a document... A

@
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Dear Mrs Dale,

Andrew Yearsley from Bishop Fleming has sent you a secure document that requires your
attention.

Andrew Yearsley has also sent the following message:

"Please find attached your dated 2016 accounts.” < o Message

This email has been sent to alison_dale@outlook.com, which is the address you
should use when logging into the Virtual Cabinet® Portal. Please do not reply to this
email. This mailbox is not monitored and you will not receive a response.

View the document m(ummem TTTE TE~20 TS DaTee ACCOtmTs T ® Linkto Sign in to the CIient Portal

This document will be available in the Portal for 364 days and 23 hours.

Thank you
The Virtual Cabinet® Portal Team on behalf of
Andrew Yearsley from Bishop Fleming

Email: AYearsley@bishopfleming.co.uk

Once you have signed in, you will then be straight into your new document.

Further assistance

If you require further assistance with the Portal please visit our client portal page for our FAQ's, or contact your usual
Bishop Fleming representative.

@& 03333219000
= advice@bishopfleming.co.uk
@® www.bishopfleming.co.uk
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http://bishopfleming.co.uk/client-portal/

Bishop Fleming

To find out how we can help you or your business, contact us:

03333 21 9000
advice@bishopfleming.co.uk
bishopfleming.co.uk

KRESTON yﬁvmw

CHARTERED
= ACCOUNTANTS
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accounting firms. Bishop Fleming is a trading name of Bishop Fleming LLP,
a limited liability partnership registered in England and Wales No. OC391282.
Registered office: Stratus House, Emperor Way, Exeter Business Park, Exeter,
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