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# DILITRUST

1. PRESENTATION

1.1.First login

For your first login click on the link received by email to confirm your email address and access
the portal. After accessing the link in your web browser click on « Login ».

' DILITRUST Exec

@ digitalized portal that optimize Board meetings preparation and attending

© 2018 DiliTrust All rights reserve

Complete your account by choosing a secure password respecting the following conditions:
- At least 10 characters long,
- At least one lowercase character,
- At least one uppercase character,
- At least one number or special character

Click « Save » and you have now access to the portal.

NB: For future logins, use the email address and password you chose when creating your
account.
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1.2.Access to the portal

You can access the portal through:
- The DiliTrust website www.dilitrust.com, by clicking on « Client Access » (top right)
and choose the portal according to your location,

- The following link:
o North America: https://exec-na.dilitrust.com
o Europe : https://exec-eu.dilitrust.com
o MEA: https://exec-mea.dilitrust.com
o Morocco: https://exec-ma.dilitrust.com

1.3.Forgotten password

If you forgot your password, we invite you to select the « Forgotten password » link on the
portal. Enter your email address and you will be sent an email containing a one-time link valid
only 24 hours to reset it.

NB: If you don’t receive an email, check your spam folder and if your email address was spelled
correctly.

LOGIN

DILITRUST Exec

The digitalized portal that optimize Board meetings preparation and attending.

PASSWORD

Q Support

© 2018 DiliTrust All rights reserved
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! DILITRUST

1.4.My groups

The group name you have access to is indicated on the top left of the screen in the blue square.

QAHAH Smith v

ABC Déme (@]

ACME Corp - Consell d'administration

If you have access to several groups an arrow will be displayed on the group’s name right. You
can switch group by clicking on its name.

NB: You can have user rights in a group and be administrator in another. To be certain to have
access to all the groups you are member of, be sure that the group administrators add you
with the same email address you already use in another group.

1.5.Home

On the home page, you can see 4 sections:
(D : The logo and Welcome Message
(2) : The members displayed on the home page
(3) : The calendar and different meetings
(@) : The latest activities (documents, polls, votes...).

ACME Corp - Consel
Q @A\\an Smith v
dadministration

) Home ACME CORP - CONSEIL D'ADMINISTRATION ~ + | | LATEST ACTIVITIES fo]
SR Mestings s o Cet cing facteurs qui tourmentent la Bourse
Upasted by Benjamin Martins, Weanesasy. April 25, 2018 - 10:37am
[ cocirmeres
. CA du 24 07 2017 - comptes consolidés.docx
| ] icec oy Berjarie Martns, Wednescioy. Apel 25, 2018 - 10-87m
¥ Tools
0 leadingbosrds_-daseriptif_2015.pdf
24 MEMBERS Acied by Benjormin Mertins, Wedneaday, Apeil 25, 2018 - 10:37em
5 51 1 (- Jp—
@ Cerfiguraten e @ . CA du 24 07 2017 - comptes consolidés.doex
== 7] actded by Benjamin Martins, Wednesday, Apeil 25, 2018 - 1027em
6 suoport CALENDAR

APRIL 2018 . . leadingboards_-descriptif_2015.pdf
L] Added by Benjamin Martins, Wednesday, April 25, 2018 - 10:37am

MON TUE WED THU FRI SAT SUN

1 [z Appreuvez-vous ce PV 2
Added by Coumarane Thandavarsyan, Wednesday, April 25, 2018 - 10.03am

. 1-3_-_ca_du_24_07_17_-_comptes_consolides.docx_pdf
LI - ] nadea by Benjamin Martins, Tuesaay, Apeil 24, 2018 - 4:07pm

o - D DOCUMENT TEST.xlsx @~
Uneated by Coumarane Thancavaravan. Tuesaay. Acrl 24, 2018 - 3:270m
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1.5.1. Logo and welcome message

To change the logo or the welcome message, hover over the logo’s section and select the
« Edit » button.

m h QA”EH e

£} Home ACME CORP - CONSEIL D'ADMINISTRATION LATEST ACTIVITIES ®
SR Meating: o g Cescing facteurs qui tourmentent la Bourse
Updiatest by Benjamin Marting, Wednessay, April 25, 2018 - 10:47am
‘@ SEE MORE
B oocumantation
# EDIT . CA du 24 07 2017 - comptes consolidés.docx
&) Arnotations 2] acec oy Benjamin artne, Weanescsy, Aped 25, 2018 - 10.37m
¥ Tools
leadingboard: tif_2015.pdf
24 MEMBERS -0 Actcecs by Benjami =, Weanescay, April 25, 2018 - 10:37am
> FET T (- J—
g Configuration P CA du 24 07 2017 - comptes consolidés.doex
Actcwes by Banjamin Marting, Weanesaay. Apeil 25, 2018 - 10-37am
€Y suppont CALENDAR
N leadingboards_-descrip 5.pdf
WEDNESDAY, MAY 2, 2018 x L Adoed oy Banjamin Martins, W . Apel 25, 2018 - 10:37am
ACME CORP - CONSEIL
D'ADMINISTRATION « Approuvez-vous ce PV 7
F000M  gar of Directors ® e oy Coumarane Tnansovarsyon, Wesnesdoy, Aprl 25, 2018 -10.0%am
ACME CORP - CONSEIL
1000em . DADMNISTRATION
Conzeil d"Administration . B 1-3_-_ca_du_24_07_17_-_comptes_consclides.docx_pdf
Actcecs by Banjamin Marting, Tussasy, April 24, 2018 - 407pm
. DOCUMENT TEST.xlsx -
Uodiates by Coumarane Thandavaravan, Tussdav, Aoril 24, 2018 - 3270m
-

You can edit the message title, write or modify the message or change the logo by clicking on
the button « Change ». Then click « Confirm » to save your changes.

ACME CORP - CONSEIL D'ADMINISTRATION
Bienvenue dans votre espace sécurisé

<p>Chers membres,</p><p>Je vous souhaite la bienvenue
sur la plateforme DiliTrust Exec du conseil
0&#39;3aministration de I&#39,AMCE !</p><p>Cette
plateforme vous permet&nbsp dd#3%avoir acces &
vos&nbsp;réunions ainsi qua#39a diversdnbsp,documents
de maniére sécurisée &nbspi</p>

4

sinislis l

DiliTrust Exec — Administrator Guide 7
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1.5.2. Members

Members on the homepage are the people who have been chosen by the administrator(s) to
be highlighted on this page.

LIST OF THE 24 MEMBERS (&)
8 Jéréme Béchet
Présigent PROFIL MEMBER OF

Antoine Chabert
CAC

Andréanne
Bélanger
Directeur Juridique Organization Equity

‘ Ahmed Saad
;1;‘;,‘,';7:5.’;‘.‘;“‘ - Occupation Ingénieur d'Affaires

Prézident

‘ J:r‘my Héritier i Lez Colline: de I'Arche
s

76, route de le Demi-Lune
92057 Pariz La Défense Cedex
John Doe
CAC
‘ Merle-Clairs Harvey

‘ Ahmed Saad

0142919224

https://exec-eudilitrust.com/eng/node/190756/homepage

1.5.3. Calendar

The calendar regroups all the meetings from all groups you are a member of. If you have a
meeting scheduled, it will be identified by a small point under the date. The meetings that have
not been consulted yet will be identified in orange and those already consulted in blue. The
current date is circled in orange.

ﬁ Q QA”A" o

0} Home ACME CORP - CONSEIL D'ADMINISTRATION ~ «  LATEST ACTIVITIES ®
SR Meotings . 5 Ces cing facteurs qui tourmentent la Bourse
it Jocated by Bensars Martis, Wednesday, Apri 25, 2018 - 10 47ar
ot
B vocumentation AMCE .
CA du 24 07 2017 - comptes consolidés.docx
§ anmvototio Wisnvanie dans Vutre sopecs sbauied CRIT: Jrovtorlsndsidectibinp darhionppmicolil
Cners membres,Je vous souhaite la blenvenue
sur la plateforme DiliTrust
X Tools
o [) leedinabosrds.-descriptit_2015 pct
24 MEMBERS Aded by Benjemin Martis, Weanesday, Apei 25, 2010 - 10.37am
§308@ oo
@ Configuration . 3 D CA du 24 07 2017 - comptes consolidés.docx
Added by Banjemin Martis, Wednasday, Apri 25, 2018 - 10.37am
€ support CALENDAR
D leadingboards_-descriptif_2015.pdf
'WEDNESDAY, MAY 2, 2018 Added by Benjemin Marting, Wednasdey, Apeil 25, 2018 - 1057
ACME CORP - CONSEIL
OADMINISTRATION ¢ Approuvez-vous ce PV ?
9008M g rd of Direstors ® 1 e by Coumarane Thancavarayen Wecnwsdey, April 5, 2018 - 1003
ACME CORP - CONSENL
O ADMINISTRATION
10.008m 5
Conzeil d'Administration o [) }3o-ce0u24.07.17._comptes._consolides.docx_pdt
Adind by Banijemin Marton, Tussaey, Apri 24, 3010 - 4 07pm
v v
-
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 DILITRUST

1.5.4. Latest activities

In the latest activities section of the home page are listed all the recently uploaded documents
in meetings, in the documentation, the votes, surveys, announcements and meetings
published. The wheel allows group administrators to choose which documents should appear
in this latest activity list to their users. You simply have to click on the wheel icon, select the
items you want to display (tick) and click on « Done » to save your changes.

ACME Corp - Conseil @
Allan Smith
dradministration

) Home ACME CORP - CONSEIL D'ADMINISTRATION LATEST ACTIVITIES
R Board of Directors

L Atsn S, T
Doc ¢

test
2 st 08 ® -
st
3 e
ag Conseil Administration du 15 Avril
24 MEMBERS st by Benjamin Mrtn a
c
oy i ’ e See all members
@ et e @ go CoF cina facteurs qui tourmentent ls Bourse
€ suonon CALENDAR
APRIL 2018 @ Apprabation du dernier PV

MON TUE WED THU FRI SAT SUN
Conseil d'Administration
= Banjemin Martins, We

CA du 24 07 2017 - comptes consolidés.docx
8 ¢ W 2 = UD ov Beniamin Martins, Wednesda 25,2018 - 103
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2. MEETINGS

The meetings tab will allow administrators to create, delete, archive or unpublish meetings.
This section consists of three tabs:

- Unpublished meetings

- Published meetings

- Archived meetings

Meetings are sorted by year. The unpublished meetings are distinguishable by dotted lines in
the « Unpublished tab ». The published meetings are presented without dotted lines in the
« Published » tab. Meetings are archived in the « Archives » tab.

UNPUBLISHED MEETINGS

SEE AGENDA

DiliTrust Exec — Administrator Guide 10



2.1.Unpublished meetings

2.1.1. Create a meeting

To create a meeting click on « Create a meeting » in the Unpublished tab only.

_|_

Create a new meeting

A window will open to fill in the meetings information. After adding the title, it is possible to add
information in the description field such as: the address or the meeting room. To add the date,
click on the calendar icon and select the desired date. In terms of the hour, simply type in the
desired hours. If you want to add more details, it is possible to add it in the "More information”
field.

It's now possible to create you meeting agenda.

DiliTrust Exec — Administrator Guide 11



# DILITRUST

_|_

Create the different points of the agenda by clicking on and by typing titles. If you want to

create a sub-point, follow the main point and click on the B The numbering is automatic,
you can have it removed by writing to our Support Team.

To add a document in your agenda, follow the point you want to add it to and click on the &
button. You can click on documents and access to your computer files or just drag and drop
all your documents at the same time. To do this, simply select the files in your computer and
drag them in the box. When the box turns orange, release your mouse and you will see that
they were added to the portal.

Allowed document types are:

Word

Excel

PDF
PowerPoint

Note that you can add an unlimited number of documents, but that their individual size may
not exceed 15 MB.

To reorganize the documents, points, sub-points in your agenda, you can use the drag and

drop option: + and place the item where wanted.

To create a survey, click on the = icon and type its title. Once created the 4 will allow you
to indicate the duration of the survey and user’s permissions. You can add a second survey
and indicate if an answer is required. After setting the survey save on the bottom right.

To close a survey, click on 4

i

The T icon lets you delete a survey section, a file, a survey, categories, sub categories of
the agenda.

to edit it and check the « Close the survey? » box then save.

When adding documents to the agenda, actions will be available viathe ~ button. Doing a
mouse over it will let you set a survey, control access to documents allowing views, prints and
downloads to the wanted users and see statistics on these documents.

After adding documents to the agenda, administrators will be able to manage them as
described below:

-

k2 > you can vote a resolution by creating a vote and associating it with a document.

& : this button allows administrators to set user access rights on this document only (view,
print, download, and watermark). You can add or remove access to this document to some
users.

b= signature functionality allows users to sign document electronically.

th . administrators can see all actions done by users (administrators included) on this

document (creation, views, prints, downloads) with this button.

DiliTrust Exec — Administrator Guide 12
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b

: this button allows to download the document.

@ . by clicking on this icon, you will be able to view the document.

& e

The print button will allow you to print the agenda including the documents title.

Generate meeting bundle

By clicking on « Generate meeting bundle » , a pdf file will be
generated listing the plan and each documents of the agenda’s points.

View access stats

] il . .
The « View access stats » button ' allows administrators to see all actions
(view, print, download, creation) done by all users (admin and users) of the group.

In order to download all the documents from a meeting or an archive, click on the « Download

&4, Download all documents

all documents » button

Once the meeting is created, a thumbnail with its name, description, meeting date, information
and number of participants will appear in the unpublished meetings tab.

2.1.2. Edit a meeting

To edit a meeting, you will have to hover over its thumbnail and select « Edit » to do the desired
changes.

@ ormen v
() vore UNPUBLISHED MEETINGS Uneublished
SR Mestings
Y
= pe
2018 A
8
% 7o e
M DELET
é') Configuration LD CLONE
© rpusLisH

SEE AGENDA

2017 v

2018 v

For any editing changes on the title of the meeting, its description, points or documents, simply
place your cursor under the column and you will see it becoming yellow. You can add “Title”,

DiliTrust Exec — Administrator Guide 13




{ DILITRUST

“Description” and “Time”. Once you’ve added the information, simply press on the “Enter’
button (or click anywhere else on the page) and the changes will be saved.

Click « Done » to leave edit meeting menu.

2.1.1. Publish a meeting

Publishing a meeting allows you to view this meeting in the calendar on the homepage and will
be available to users only if the meeting is published. The documents will be available for
consultation.

To post a meeting, hover over an unpublished meeting then click on 'Publish’. This meeting
will be moved to the Published meeting tab. Publishing the meeting will not notify users,
however if the user is online when the meeting is published he will be able to see it.

ACME Corp - Ct

: @ - cin
d'administration

)} rome UNPUBLISHED MEETINGS Unpublished

\
2018 ~

[ Clone - Conseil d'administration Conseil d'administration BT

¥ Tools / eor du 20 avril ]

=]}

& contiguratio T D cone O o iz a0m 535

SEE AGENDA SEE AGENDA SEE AGENDA

Conseil d'administration

DiliTrust Exec — Administrator Guide 14
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2.1.2. Delete a meeting

To delete a meeting, hover over the meeting and select « Delete », a confirmation will be
required.

@ orsmon
{3 Home UNPUBLISHED MEETINGS Unpublished  Publisned
SR, Mestings
i
B pe t
E A 2018 ~
% o 7 eor
M DELETE
é:) Configuration I crone
© rusLisH

SEE AGENDA

2017 ~

2016 v

2.1.3. Clone a meeting

Cloning a meeting means you will clone the Title, its date, its time slot, its description and its
agenda. By hovering over the meeting click on « Clone », a window will open asking if you
want to clone this meeting in a different group or the actual group you are currently in. Check
the « Clone meeting in another group » box if you want to do so then confirm. If you want to
clone the meeting in the group you are working in, simply leave the box unchecked and
confirm.

B: The duplicate meeting does not include the documents from the original meeting.

ACME Corp - Conseil Allan Smith
dradministration @ an smith v
£ Home UNPUBLISHED MEETINGS Unpublizhed  Puplisned
S Mestings
i
B pe t
2018 ~
B -
K Teok / EoiT
M DELETE
é‘} Configuration D cione
© rusLisH

SEE AGENDA

2017 v

2018 v
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2.1.Published meetings

In this tab, you will find all published meetings that have taken place or the ones to come.
You have the possibility to modify these meetings but we recommend notifying your users
following the changes. You can edit, delete or clone a meeting from the Published meetings
tab.

2.1.1. See agenda

By clicking « See agenda » on the meeting thumbnail you will access its agenda and all its
information.

Q-
R Rem
Conseil d'administration du 2 Mai 2018 m
B
B anncrs [c) [0)
% o
D cocrerie - =] o | | & Teacnarger toun e - [ cereericcoser || th
ol 0 &
Q
D &
B &
8] &
(<)

2.1.2. Unpublish a meeting

To unpublish a meeting, select « Unpublish » after hovering over the corresponding meeting.

DilITrust Exec - CA v ®Dm Doe v
Q nome PUBLISHED MEETINGS npublished Publizhed
B2, Meeting:
v
B ooc t
@ 2018 -
Con: Conseil d'administration Avril 2018 / EDI
o M DeLeTE
©  April 2, )
|_D CLONE
@fg Configuration (O unpPUBLISH
pp =1 nNoTFY
T ArcHIvE
SEE AGENDA SEE AGENDA SEE AGENDA
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2.1.3. Notify a meeting

To notify users about a new meeting, select « Notify » when hovering over the meeting
thumbnail.

A new window opens, simply follow the 4 steps :

1- Choose the persons you want to notify

2- You can add a calendar event attached file (.ics) for Outlook , Gmail, etc...

3- Write a subject (by default, the natification subject will be «Meeting calendar
notifications »)

4- Click on « Insert meeting information » so the users will have a direct link to the
meeting in the email notification as well as the meeting name, address, date and time.
You can also add the message body and click « Confirm » to send the notification to
the selected users.

B: We recommend not deleting the link in the notification.

_ - ®J0m o

o vome PUBLISHED MEETINGS Unpublished  Published  Arenives
SR, Mestings
‘ Y Filter
[ pecumentation
2018 ~
5 annotations
Consail d'administration Consail d'administration Avril 2018 7/ Eoim
¥ Tools .
@ DELETE
O Weenesasy, April 4, 2018 - 5:220m (D Weanesasy, Aeril 18, 2018 - 10:008m
O crone
@ Dans = batiment
& contisuration © unpuBLIsH
D oo
T ARCHIVE
SEE AGENDA SEE AGENDA SEE AGENDA

1. SELECT USERS
22 USERS SELECTED
2. CALENDAR EVENT
B s & masting request
Do you want to add a calendar event to the notification?
3. EDIT YOUR MESSAGE
SUBJECT

Board of Dirsctors of the 2nd of May

MESSAGE

Narme | Conseil d'sdministration du 2 Mai 2018
Address : 59 Avenue du Maréchal Leclerc, 75002 Paris

Date - May 2 2018 - 10:00sm to 4:00pm

CANCEL CONFIRM

DiliTrust Exec — Administrator Guide 17



2.1.4. Archive a meeting

When a published meeting has already been held, you can archive it so it will be move to the
Archives tab. A confirmation will be required and will allow you to duplicate the meeting in
Documentation by checking the box. If you do want to copy the meeting, you will need to create
the folder’s name. The meeting will then be moved to the Archives.

DiliTrust Exec - CA @ ohn Doe v
Q fome PUBLISHED MEETINGS oublished Publizhed
AR, Mosting:
Y
2 2018 ~
Conseil d'administration Conseil diadministration Avril 2018 =
W Tools -
T oELeTE
D cLone
& con @ unPUBLISH
€ seoport & NOTIFY
T ARCHIVE
SEE AGENDA SEE AGENDA SEE AGENDA
2.2.Archives
All archived meetings can be found in the Archives tab.
Q ARCHIVED MEETINGS Unpublisned Puolishea Archives
R, Mesting
\
=]
9 2018 ~
coordinating committes
X © Mondsy, April 30, 2
SEE AGENDA
&
Y

You will be able to Unarchive a meeting to edit it or see its details without altering it.

B: Unarchiving a meeting moves it to the « Published » meeting tab.
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3. DOCUMENTATION

The « Documentation » tab regroups all folders and files that administrators want to share with
users related or not to a specific meeting.

In the documentation tab, the main folder is located on the left side of the page (name of your
group).

A folder containing subfolders is indicated by a grey arrow on its right.

By clicking on a folder, the files within are displayed on the right of the page.

N.B. All features are only accessible by an administrator.

DiliTrust Exec - CA @ ohn boe v
m {ome DOCUMENTATION MANAGEMENT
R M % 8 e & DOCUMENTS
=3
B pocumentati
@ DIliTrust Exec - CA
¥ Too {
[} clone - Board of Directors of 14th Apr
4[] Feville de prézence.pdt e ® @
5 | f 018
&
[ cownseiL oaDMINSTRAT ! 1-3_-_ca_du_24_07_17_-_comptes_conzolides.docx_pdf w
€ suer + _-_ca_du_24_07_17_-_comptes_consolides.docx_p o @
B oo + [ Pv-Ac-zoispdl @
B F
+ D 2109500vFR.pdf e @
4 [ imeression 2pdf e @ @

3.1.Add afolder

To add a folder in the main folder, select the group name and click on the = button to create

a new folder and name it.

The same applies to add a subfolder, select a folder then click = .
DiliTrust Exec - CA v @ ohn C w
m {ome DOCUMENTATION MANAGEMENT
R e e
) pocumentati
¥
B f 14
@':)- B f 2nd M; 1
Q B CONSEI 1IN |
B oo taf to start
& sudg
B F
B mE
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3.2.Rename a folder

! DILITRUST

To rename a folder, administrators need to select it, then click ' and rename it.

- R

Q) rome DOCUMENTATION MANAGEMENT

SR Mestings P 8 =

B oocumentation

[ Y Filter
@ Annotations.

X Toois

B2 ourrust exec - ca
[ clone - Board of Directors of 14th April

[ clone - Board of Directors of 2nd May 2018

& configuration
€ support

5 pocuments

B sudget
5 Financial
B xvz

@ o0~

CONSEIL D'ADMINISTRATION DU 2 MAI 2018 e ‘

1 file (354 89 KB)
Checkall = 1]
‘ Y Fitter ‘
al D modele_ _pv_u_039774§0.li_12||_29|020|5.pd' @ I
Updated on Apr 24 2018 - 204pm - 354 89 KB

3.3.Delete a folder

To delete a folder, administrators need to select it and click

required).

I (a confirmation will be

NB: Files in the deleted folder will be permanently lost.

DELETE CONSEIL D'ADMINISTRATION DU 2 MAI 2018

Are you sure you want to delete this folder? This is going to delete sl files in this folder
Piease confirm this action to procesd.
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3.1.Add documents

To add documents, select the destination’s folder then click on « Add a document »

Add a document

A window op.ens, drag and drop files or browse them from your computer and they will be
uploaded to the selected folder.

UPLOAD FILE

3.2.Delete documents

An administrator can delete documents by selecting one or several files and clicking on
« Delete » (a confirmation is required).

£y vome DOCUMENTATION MANAGEMENT

&R, testings DOCUMENTS

7 files (2.45 MB)

Add a decument
[T e | P e
E Annotations.

2 onrrust Exec - ca ~ =

3 oo LV Filter
+

B Clone - Board of Directors of 14th April

' o} =3

Bt

o+ Feullle de présence.pdf @& G
B clone - Board of Directors of 2nd May 2018 s e A TEAIR SRt FETE
é") Configuration
) CONSEIL D/ADMINISTRATION DU 2 MAI 2018 + 1-3_-_ca_du_24_07_17_-_comptes_consolides.decsx_pelf ® i
Support - _07_17_-_ _
6 suem L] i Updated on Apr I7 2018 - 5:29pm - 738 36 KB
[ pecuments -~
PV-AG-2015 pdf @
5 Budge Bk 4 Updated on Apr 17 2018 - 529pm - 254 72 KB -
B Finencial
2108500 FR.pdf -
R o i
B xz
BES Impression 2.pdf @ i

Updated on Apr 16 2018 - T115am - 41MB
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DELETE FILES

You ate sbout to delete these files.

» Feuilie ge présence paf
* 1-3_-_ca_au_24_07_17_-_comptes_consolides.docx_pdf

To continue, please type the following sentence in the field below:

[ want to delete these files

CANCEL [ CONFIRM

To delete only one document, click on the @ putton beside the file.

3.3.Permissions

An administrator may grant access rights by clicking on @) .

The « Permissions » button allows you to set parameters on the selected folder like adding or
removing users or team access rights (views, prints, downloads and watermarks). To apply
changes to all documents attached to this folder, check the matching box.

Likewise, the « Propagate change to all subfolders » box needs to be checked if you want to
apply changes to all subfolders.

NB: By double clicking on the « All users » dark blue “bubble”, all users will be listed, allowing
you to remove one or more users.

3.4.Move a folder

To move a folder, simply drag and drop it where you want it. To move a folder inside another
one, just drop it on the desired folder.
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3.5.Move documents

 DILITRUST

To move documents, click on the + button and drag and drop it where desired. You also can
move several documents from a folder at once by checking the boxes to select them, then

e
drag the "I" button and drop the files where desired.

DiliTrust Exec - CA v

ﬁ} {ome DOCUMENTATION MANAGEMENT
SR, Mesting: " 8 &
) pocumentati
&) ann
3 @ DT e
¥ 7o
| f1
| f 1
é:). "
Q _ [B} CONSEIL D'ADMINISTRATION DU 2 MAI 2018
& eudg
B
B

- DOCUMENTS
m
= » [i}
7
o-{-?
B[] Fouile de présence.pdt e @
B4 [ -3-cedu_24_0717_-_comptes_consolides.dock_pdf @
+ [ Pv-Ac-20ispd - ®
+ D 2109500vFR.pdf e @ [
+ D Impression 2.pdf - ®

3.6. Notify

An administrator can notify users on documents by checking one or several documents of a

. . Notify . e
folder and click on « Notify » (top right). Select teams or users to notify in the popup
window.

DiliTrust Exec - CA @ john Doe v
£ Hore DOCUMENTATION MANAGEMENT
AR Meetinas P @ B iﬂ DOCUMENT.S
[ pocumentation
\a Y [&] Nerif m
= B onmn -
¥ Tools e !
B Cloi oard of Directors of 14th Apri +
/] + D Feuille de présence.pdf e @ ﬁ
B Clone - Board of Directors of 2nd May 2018 -
oy
Q Sur B COMSEIL D'ADMINISTRATION DU 2 MAI 2018 ES D 1-3_-7_c=_du_24_07_17_-_=0mpla=_=onnu\lds:.doc)«_‘pdf @ 0
B sudset ES D DV-AF&DIS pilf: @ @
B financia
.+ D ZVOQEOBVFH_pdf- - o PETI>Y m
B xvz
S D Impr-==|aj'| 2.pdf i - @ 0
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3.7.Search in documentation

It is possible for users and administrators to filter folders by their name to rapidly find one.

DiliTrust Exec - CA v @ \n Doe v

Q Homd DOCUMENTATION MANAGEMENT
M 4 ’ 8 = & CONSEIL D'ADMINISTRATION DU 2 MAI 2018
=3

[ pocumen tation

7 budd
3

B our
¥ T

=)
+ D modele_pv_ca__039774900_1211_29102015.pdf @ i
E

&

Likewise, files can be filtered by their name in a folder.

DITrust Exec - CA v @ e v

Q - DOCUMENTATION MANAGEMENT
SR Meating: % 8 - i DOCUMENTS
?
[ pocumentation
g
\3
@ DINT
%
4 [)  Impression 2.paf @
& cor
Oy o4 [)  Impression (€N 2pdf @ i
4 [) 1o impression 3 pdt @ i
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3.8.Actions on documents

To see action buttons on documents, mouse over the ~ button on the documents level.

The © and @ buttons are always visible and allow you to view and delete a document. The
following buttons allows administrators to manage files:

0] : Manage rights on this file

< : Allow users to sign this file

- : This button indicates all actions made on this document (views, prints, downloads).

KA
: Download the document

: Notify users on this document

3.9.Read a document

To read a document click on the & icon on the desired document, the file will be open in a
new window.

To facilitate reading, you can quickly browse the file by clicking through thumbnails of the
document pages.

The magnifying glass allows you to search for words in the file except for scanned pictures.
A zoom is also available to ease your reading.

ompte et Délégation de signature

You can also download and print the document via the buttons

3.10. Note taking

While reading the documents you also can take personal notes. All notes taken on documents
are personal. No administrator can read or access notes taken by users.

- Click anywhere in the file (a yellow post-it is displayed)
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- Enter your note
- Save by clicking the v

Q ® John Doe v

< BACK TO THE MEETING

AGENDA LE_MOT_DU_PRESIDENT PDF & Downiosa | (B Print
Addied by Jahn Doe. Friday, April 3. 2018 - 155

) Fioute oo présence nebaoradsi S 0o a Poge [ 1| surt — 4 | Zoom sctomanaue ¥

1. Mot au Présigent

To close the note, click on the cross on its top right corner, this will not delete the note. You

can reopen it on the left margin by clicking on it . The I button wil permanently delete the
note. To modify it click in its content, edit and save.

To share a note: Open the note and click on the m Users will be listed in a newly opened
window, check the ones you want to share the note with. Recipients will receive an emalil
notification with a direct link to the note taken on the document (after login in the portal).
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4. ANNOTATIONS

The annotations tab lists all notes (written by hand or in post-it format) taken on the portal,
from all groups you have access to.

You will find, on the left side, all the documents on which notes were taken. All notes taken will
be on the right side of your screen.

By clicking on the note, you will be redirected exactly where the note was taken on the
document.

A filter is available to search for a note.

By clicking on a document, all associated notes will be displayed on the right side of your
screen.

The « Purge » button (top right corner) deletes all notes taken on the portal. This action is final.
You will need to type in the phrase mentioned and then confirm.

£} rom ANNOTATIONS
SR Mesting v
B - ALL MY ANNOTATIONS
B Am
x ! test -
Ty pp— = i
[0 st Howwen
& configurar 0 ile de présence.pf = it
) suppon
- % Revoir logo B
B oo
% test note ﬁ
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5. TOOLS
The Tools tab regroups three features:
- Votes
- Surveys
- Announcements
Q @John Doe v
£} Home
SR Meetings
B pocumentation
@ Annotations
X Toois
6-) <
O Support
5.1.Votes

You can organize votes and users will be able to vote directly from the DiliTrust Exec app or
web version, during meetings.
There are two different ways to create votes:

- Directly from a meeting, from a document by doing a mouse over the *°" button
and clicking on 2

- From the vote menu by clicking on Tools, votes and the 2 button.

FEUILLE DE PRESENCE.PDF _ DILITRUST EXEC.PDF

Configurs the poll here

QUESTION®

CANCEL CONFIRM
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Q @John Doe v
() Home

SR Meetings
5 pocumentation

@ srvetsions
X Tools

&
) suvpon

Type a question and the answers choices and click on « More choices » if you need to add
more choices. The advanced parameters will allow you to set a vote duration, edit an electoral
list (by default all users will be able to vote) and add a file.

Q Oﬁnmmm Marting v
CREATE VOTE

VOTE DURATION

rimaza

Vorte Access

File attachment

ADO A NEW FILE

(o setwn | Avcun i cnois Upioaa
st

e

NB: By creating votes from the tools tab you will directly have access to advanced parameters
as opposed to a vote created from a meeting. All votes are visible on the votes page.
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5.2.Surveys

All surveys created or in progress on the group will be listed here. In the same way as for votes
you can create a survey from a meeting or from the survey menu (Tools — Surveys)

DIITrUSt EXec - CA Q ®Johnncav

From a meeting click on the @ button on a category or subcategory, type in the survey’s title,
then set duration, user’s list and add a question. If you need to add more than a question click
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5.3.Announcements

Announcements are only available from the tools tab.

To create an announcement, click on = to add one.
You will be redirected to add its title, content and have the possibility to attach a document.

CREATE ANNOUNCEMENT
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6. CONFIGURATION

This section is only available for administrators. It regroups:
- The user access management
- Features
- Security settings
- Notification history

DI rust Exec- €A + Q ®Jﬂhnuoev

The two-factor authentication via SMS

To increase security and access to the DiliTrust Exec portal you can activate the two-factor
authentication via SMS for users (administrators included).

When login in the portal you will enter your email address and password, if the information
provided is correct you will receive a 6 characters code (numbers and letters) on your mobile
phone that you will have to enter to login.

The SMS authentication configuration is done when creating or modifying a user account.
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6.1.User access management

The user management access page gives you access to user’s list, teams and user’'s entry
and exit history.

DIliTrust Exec - CA Q ®JuhnDcEv
£} Home

SR, Mestings

B oecumentation
B) srvotatons
K Toohs

& confiauration BB, User sccess management
42} support 88 Feotures
@ security settings

[ Notification History

You can also easily access other configuration sections with the top right buttons.

Uzars Features Security Motifications

6.1.1. Users

In the user access management section, all users from the group are listed. Remaining seats
are also mentioned. For each user you will see his status, name, title in the group, teams he
belongs to, display (homepage, quorum), his role and actions permitted on this user.

Q s USER MANAGEMENT Usars  Festures  Secwity  Netficstions.
B oocumencston
a ¥ i oousen O
s
*® Tools ockal =
status NANE me Team oiseLAY RoLEs acTions
& contiguaion
O s 0+ EicReasd  A;veam wor Bucitor Homepage v o) 4@
[N John Doa. Execy mmittes. Homepage, Quorum ) ami a @
oo Mateo Cone Homapags, Duorum D ram ]
SIS Antoine Dupont Homepage, Guorum (B saministrator ® @
o 4 Brenda Goooman omepage, Guorum v fo] = W
o Oimin Boyer omepage. Guorm v O saministrzor oW
o + Deeis Fare g, Sumri ® =W
o 4 Dylan Fresman Homapage, Quarum ~ o =
0+ Erili Horden omepage, Guorum v o) = @
oo+ Jeck Robbinson Homegage, Guarum v [} =@
(SIS Js0a Dow Secewsri Homepage, Duorum v ol =&
-
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To add a user, click on « Add user » , enter his email address, check the
administrator box if needed and assign him a team (if any). Users can always be added to
teams later.

For a user who already has an account on the portal, a notification will be displayed indicating
that this user is already registered on the portal and that you simply need to confirm to add him
to the group.

If the user does not already have an account, you will be redirected to an account creating
page; Enter his first and last name and confirm his email address. We highly recommend that
you notify each created user by checking the matching box upon creation. You will then be
able to assign him a team (if any), activate the two-factor authentication, select the language,
the time zone and verify what group he is member of with what role.

;

New users will be added to the user list in « Access right management tab » of this group.

If the « Notify user » box was not checked upon the account creation, a lock ] will be
displayed for this user, which means that this user is locked. To unlock him click on the o

button in the “Action” column, the user will be notified. Once unlocked the lock icon will
disappear.

Bt

4+ O Jack Collins - Homepage, Quorum v ® o)

+ O John Malcolm - Homepage, Quorum v ® o)

If you need to send an email invitation to the new user you will need to click on the = icon.

You can assign or remove administrator role to users by clicking on @ and checking or not
the administrator box.

The M button allow to remove of user from the group.
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For users to access the group, an invitation must be sent. To invite users, click on = . To
invite several users at once, select them by checking the matching boxes then select

B3 e | o the top right.

If a user forgot his password you will be able to send him a link to reset a new one with the

JAl

button.

Users can also reset their password by browsing the https://exec-eu.dilitrust.com/ (for Europe)
and https://exec-na.dilitrust.com/ (for North-America) website, then selecting « Forgotten
password? » and confirm.

Y
The allows you to search for a user.

If the two-factor authentication via SMS is enabled:
In the user creation form, two new fields will appear.

Enable two factor authentication for this user
Check this box if you want the created user to go through TFA authentication process
TFA PHONE NUMBER

Phone number must follow the intenational convention (e.g : +131 11223344 or +33635656568)

For France the area code is 33 and for Canada, it is 1. Then enter the phone number without
space or dashes.

Interval between 2 TFA processes: it is possible to set the period the system will ask for the
TFA. You can choose to set it for 15 minutes, 1 hour, 1 day, 3 days or a week.

Backup Codes:
Backup codes allows you to still access the portal even if you do not receive the one-time code
via sms on your phone. By going to your profile (« See my profile », then « Edit »), in the «

two-factor authentication » section, the button gives you access to your
ten backup codes. To display the ten backups codes, you will have to previously fill in your
password.
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aallob22 c3c3d4a4
ee55if66 g7g7n3ns
9gjjo0 kkl212
mm33nnd4 SoSpEp6
gq77rr88 5s95tt00
Generate new codes.
6.1.2. Teams

In the « Teams » section, all teams created on the group are listed. In a team, administrators
can add users and manage their access rights to documents by group.

DIliTrust Exec - CA v ®-”“" Doe v
[ TEAMS v

A, users AR Teams % History
B oo

NAME MEMBERS BY STATUS UPDATED OPERATIONS
&2 configuration

Executive Committee 1 Jehn Doe Pl il
3 s

Auditor 2 John Doe 8 s 0

Et

Secretarlat 2 John Doe . ’

To create a team, click on the « Add a new team » button, type in the team’s name, its status
(active/inactive), choose users to add to the team, then choose the watermark settings.

For the watermark setting, select "Yes" in the "Customize the Watermark" section, enter either
a text or one or more proposed tags spaced from each other. Choose a font size and the
watermark color on documents.
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NAME®*

STATUS® Active

MEMBERS
-
-

WATERMARK SETTINGS

CUSTOMIZE THE WATERMARK ? Yes

WATERMARK TEXT

Available tags for watermark: ©@group, &team, @username, @lastname, @firstname, @date

WATERMARK FONT SIZE 3

e.g : Document ocuvert par @firstname @lastname le @date

To edit a team, select the ’ button. A window will open allowing you to edit all the fields
presented during the team creation. You can add or remove users from this window. Select
« Edit » to save your changes.
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6.1.3. History

The « history » tab lists all users who accessed or left the group (entry or exit). You will be able
to sort by users or operations to have information on these actions dates. All data can be
exported by selecting « Export Data ».

£} ome USER MANAGEMENT Users  Fesures  Securty  Notifications
BR merings.
A Ve B Teams D History
B oscumerearion —
@ Excort asta
Anvetstons
usen oPERATION

K Tomn o any Fiter
PRTER SMITH a Agr 252000 - 5.39pm

@ e ST 3 Ape 23201 - 5:39pm.

€ supsen
PETER BMITH a2 Ape 232018 - 5:38pm
FRANCOIS MOULIN -] Ao 2320W - 457pm
FRANCOIS HOULIN a2 Apr 232000 - B dSam
o BoYER: a At 212010 - 2:21pm
OYLAN FREEMAN a Ape 71 2018 - 2:08pm.
UTILIBATEUR 1§ -] Ao 21200 - 65
JANE DUCK a Ape 20 2008 - 33pm
JAYA MAY a Apt 16 200 - 5 25pm
UTSATEUR 1§ a Apr 18 2016 - 10-288m
LINOA JoMES: 2 Ao 16 2018 - @ ddam
BRENDA GOODMAN 8 Apr 16 2018 - & 43am st

6.2.Features

To access the group features, you can either select « Configuration » then « Features », or
directly select « Features » if you are on a configuration page (user access management,
security settings or notification history).

In this section you enable or disable the following features:
- Print
- Download documents
- Votes
- Share notes
- Watermark by default
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By default, all features but « Watermark by default » will be enabled. To disable features,
simply uncheck the matching feature box then save your changes.

B: Printing and downloads are enabled by default for all documents on the portal.

6.3.Security settings

To access the security settings, you can either select « Configuration » then « Security settings
», or directly select « Security settings » if you are on a configuration page (user access
management, features or notification history).

This section allows you to set security settings for all users within the group.

You can allow users to save their password on their tablets to prevent them from typing it each
time they log in.

On tablets, users can synchronise documents of the group and to work offline (Offline mode).

You can authorize users to store data (encrypted) on their tablets and the delay for them to
reconnect to internet to save their work. Past this time all data will be lost. (erase data stored
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on tablets after...). This limit force users to reconnect to internet to synchronise back his
documents and to also avoid users working on documents that were updated.

The inactivity timeout, is the time that users can stay on the portal before being disconnected.
If a user is also in another group, the strictest inactivity timeout will be applied.

The watermark settings defined here will be those applied to documents when the default
watermark is enabled.

To set the watermark, select "Yes" in the "Customize the Watermark" section, enter either a
text or one or more proposed tags spaced from each other. Choose a font size and the
watermark color on documents.

Select “Save” to save your changes.

() rome SECURITY SETTINGS Uan Semee seumy  touncmons

B cocumension ALLOW PASSWORD STORAGE ON TABLETS -

ALLOW DATA MoTEss

ERASE DATA STORED ON TABLETS AFTER Py

INACTIVITY TIMEGUT 30 min
Watermark settings

CUSTOMIZE THE WATERMARK 2

WATERMARK TEXT

Availacis tags for watermark Bgroud. Hean Gusemame. Mastnare, Gfistname, Daate

[P .
A— —

6.4. Notifications history

To access the notifications history, you can either select « Configuration » then « Notifications
history», or directly select « Notifications history » if you are on a configuration page (user
access management, features or security settings).
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You will find the history of all notifications sent to users in this group. Are listed: documents
notifications, meetings, invitations sent to users and password reset requests.

By clicking on the notification name on the left, its content will be displayed in the page centre.
You can also filter the notification’s content.

All information displayed on this page can be exported in a spreadsheet.
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7. SEARCH

The search bar is always available on the portal right beside the group’s name.

Search allows any user to find a word in any content type he has access to (meetings,
documents, announcements).

To search, enter a keyword in the search bar and click "Search". The search results list is
displayed in the page centre.

By clicking on a document, you will be redirect directly to the document. If the document is in
a meeting, the meeting’s agenda will be displayed on the page left. If the file is from the
documentation only the document will be displayed.
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8. SUPPORT

On the left, the €D svpver button is available. All support telephone numbers and email
address will be displayed by clicking on it.

Q TECHNICAL SUPPORT AVAILABLE 24,7

Q, Europe +3317218 02 33
Q, Nortn America +1 B55-923-3117
E support@exec.dilitrust.com
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