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The Virtual Cabinet® Document Portal is a cloud-based document portal with a difference. Fully integrated
with our Virtual Cabinet® Document Management System, the Virtual Cabinet® Document Portal allows us
to publish and send documents to clients, suppliers, partners, colleagues and yourself in a simple, secure and
audited manner. The Virtual Cabinet® Document Portal delivers an easy to use, comprehensive and elegant
mechanism by which we can significantly improve customer service and retain far greater control and visibility
over the life-cycle of the documents. This document is a simple guide to accessing, viewing and signing
documents sent via the Portal.
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What to expect when publishing a document

¥ Adam Lacey has sent you a document... - Message (HTML) [_ o[ x]
1 File Edt Wew Insert Format Tools  Actions Help  Adobe PDF
CaReply | EReplyto Al | (3 Forward | = Fa | 4 | ¥ | 5| K |/ Select Intray [/ Send ko LHRDEL's Intray |/ Index E
. . Faoll
When a document is published to a il |
Frem:  Lindenhouse (AL} Softwars Lkd [notifications@mail virtualcabinetpartal, com] Sent: Fri15/06/2012 17:01
client using the Virtual Cabinet Portal, e

Subject: Adsm Lacey has sent you a docLment. .

the client receiving the document =

will receive an email with a link to the
document. If the document is required
to be signed, the email will contain

lindenhouse

software limited

an “Authentication Code” and will
look similar to the screen on the right

Dear Mr Dear,

(this code is for signing the document

Adam Lacey from Lindenhouse (AL) Software Ltd has sent you a secure
document that requires your signature.

and not the password for your Portal

View the docurnent (Job Completion Sheet - For Approval)

account).

Pleage note that you will need Authentication Code
aCxJPo1LXkpmM2Ve in order to action this document.

Thank you
The Virtual Cabinet Portal Team on behalf of
Adam Lacey from Lindenhouse (AL) Software Ltd

Ernail: vepdemo.adaml@zmail.com
Telephone: 0845 166 1165

The Virtual Cabinet(@® Portal iz used by Lindenhouse (AL) Software Ltd as a
secure, audited and cost-effective document distribution and management
system. Learn more

B Adam Lacey has sent you a document... - Message (HTML) = S |

2 File Edt Wiew Insert Format Tools  Actions  Help  Adobe PDF
CaReply | i Reply oAl | C Forward | 5§ B | L4 | w [ [ | X | L/ SelectIntray f Send to LHRDEL's Intray ¢ Index B

Fallow up \

If the document is not required to

From:  Lindenhouse (AL) Softwars Lbd [notifications@mail. virtuslcabinetportal, com] Sent: Thu 21/08/2012 08:59

be signed, the email will look like the &

Subject:  Adam Lacey has sent you a documert...

screen on the right. B

lindenhouse

software limited

Dear Mr Dear,

Adam Lacey from Lindenhouse (AL) Software Ltd has sent you a secure
document that requires your attention.

Wiew the docurnent (Job Completion Sheet - Review)
Thank you

The Virtual Cabinet Portal Team on behalf of

Adam Lacey from Lindenhouse (AL) Software Ltd

Email: vcpdemo.adaml@gmail.com
Telephone: 0845 166 1165

The Virtual Cabinet® Pertal is used by Lindenhouse (AL) Software Ltd as a e
secure, audited and cost-effective document distribution and management
system. Learn more
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What to expect when publishing a document

3

If this is the first time you have received
a document from the Portal, the
screen on the right will appear. You will
need to create an account to hold the
published documents.

4

Once the relevant information has been
completed and the Activate Account
has been clicked, you will be asked

to log in with the details you have just
set up. You will then be linked directly
to the document. Alternatively, if it is
not the first time you have published

or received a document, you will just
need to log into the Portal using your
previously created account details.

Activate your account

Fields marked with * must be entered.

E-mail address * [

]

Note: thiz must be the e-mail address where vou received the activation
e-mail

Password *
Strength: Verypoor [l

Confirm password *

Title * Mr E
Forename * Fussell

Surname * Dear

Landline telephone

number

Mobile telephone number

ey United Kingdom (=]
Tick to confirm that you agree to the Terms and Conditions * (=
Tick to confirm that you are 18 or over * =
Type the text shown in
the image *
Change the image 5‘
j Norton
]
Activate account

VerlSlgn
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What to expect when publishing a document

5

The example below has been published to the Portal and requires the end user to digitally sign the document
using the code provided in the first email. This will need to be copied from the email and pasted into the
“Authentication code” field on the document viewer.

AAEEL —Z— KD = 5@ )|

§) ~uthentication code o sign | | §€ Reject

By Electronically Signing thiz document you acknowledge that this iz the equivalent of providing a written signature on a hardcopy document. More Information

SAvirtual

DOCUMENT PORTAL

Job Completion Document
Part 1: Installation Sign Off

Company Mame: Securty Cods:

1.Backup Procedure
The following folders and/or files must beincluded in the company's back up
procedures, Lindenhouse cannot accept respansibility for the company’s backup

6

Log in to your Virtual Cabinet Portal account
If the original email does not have an

E-mail address

Authentication code, then the document

does not require a digital signature and Password

the Authentication code field will not be [ Remember my e-mail address next time
present on the viewer. Users can also log Forgotten your password?

into the Virtual Cabinet Document Portal fNonon If you have not activated your account, please
by visiting the Portal site — versian click here,

www.virtualcabinetportal.com.
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What to expect when publishing a document

Daocurnents awaiting action

There are = docurnents awaiting action.

Display them now Remind me later

If more than one document requires viewing you will
be displayed the message on the right.

8

Once logged in, you will be presented with your Portal area where you can view the documents received,

digitally sign and download them.

. B Log out
SAvirtual

DOCUMENT PORTAL Rugsell Dear

Logout

Contactus  Aboutus Help
o Expand all Quick help -

== Collapse all

Home My portal My documents

‘Showing both documents. 10 v per page

Svirtualcabine

Filtering
;A
Sorting E] Joh Cornpletion Shest - For Approval From: Adarn Lacey at Lindenhouse (ALY Software Ltd &
0O o = g & Forsignature Date published: 15/06/2012
Uploaded by you ?Eal’j
—

O Ascending  # Descending

witia  Test Document

Date published: 05/03/z012

Date published -
2 r OGO % g 8 & Forsignature
Grouping
= Automatic email filin;
. E-mails can be automatically
filed into the correct file based
on rules that can be built from

(None)

FPrivacy Policy ® 2012 Lindenhouse Software Ltd
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Troubleshooting guide

Activating your Account

If you are having difficulty activating your Portal account or are receiving an error, please make sure that the email
address you are using is the same email address used when the document was published and check all your
details are correct. Then check the following:

A Your password MUST be at least 7 Password * (oo )
Strength: Very poor [ ]
Your password must be at least 7 characters long

upper case |etter, one lower case letter and contain at least one upper case lefter, one
lower case letter and one digit

characters long and contain at least one

and one digit.
B Make sure that the text in the security Type the text shown in the
image *
image matches before Activating (this is Change the image

not case sensitive).

VerlSlgn

C If this error appears, it could mean that

your activation link has expired (5 days

from email received). You will need to Activate your account

I’equeSt a new activation email by C“Ckiﬂg Your account could not be activated. Please click here to try again.

on “here” as instructed by the message.

Or

D When using the login page on the ; . .
Y an pag Log in to your Virtual Cabinet Portal account

website (www.virtualcabinetportal.com)

you can request a new activation email E-mail address
via the link shown on the right. Espaes
[C]Remember my e-mail address next time
. . e . rord?
E |f all else fails please try a different web Z0fgy Foreotten your password?

browser if available. jNOﬂOﬂ If you have not activated your account, please

click here. ‘_
VerlSign
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Troubleshooting guide

Logging in to the Portal directly

If your account is already active, the link in the email will direct you to this screen. Again this needs to be
the email address that was used when publishing the document and the password you set when activating
your account. If you are having trouble logging in, you can reset your password by clicking “Forgotten your
password?” and this will allow you to send a reset request to the email address entered.

A virtual

DOCUMENT FORTAL

Home  Myportal Contactus Aboutus
Log in to your Virtual Cabinet Portal account

E-mail address

Password
Remember my e-mail address next time
W Forgotten your password?
jNOltOﬂ If you have not activated your account, please
click here,
VerlSign
Important

Please note that, by logging into the Virtnal Cabinet Portal, you are accepting our
use of cookies in order to secure your access to the site. Flease click here to see
why cookies are required in order to log in and refer to our Privacy Policy for
more information.

If you tick the box "Remember my e-mail address next time' above, you are
consenting to us storing your e-mail address in a cookie so that we can retrieve it
next time you visit the site. This cookie is not used for any other purpose.

Forgotten password

Please enter your e-mail address in the box below and then click Send. You will then be sent an e-mail with a link to enter vour new password.

E-mail address

FE
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