Ll L]

DiliTrust Exec —
User Guide




% DILITRUST

1. Presentation ........cccoveiiiiiiiiiieeece e 4
I 1 £ (0T | TP 4
1.2. Accesstothe portal........cccoooooiiiiiiiii e 5
1.3. FOrgotten passSWOord..........ccoooeeuieeiiiiiieeeie e 5
1.4, MY gIOUPS. ettt ettt et e e et e e e e e et e e e ean e e e e eanaees 6
L D, HOMB e 7
1.5.1. L0ogo and WEICOME MESSAQE .....ccceeeie i 7
T Y/ [T o 1] o 1= £ ST PUPPPP TP 7
1.5.3. CAlBNAN ... 8
1.5.4. LateSt ACliVILIES.....ccoo i 9
1.6. MY PrOfile ..o 10
2. MEELINGS.....cii i 12
2.1, UpCOMING MEETINGS ...uuuiiieiiiiie ettt eae e 12
P2 I @ o T=T o1 g To =Yg = To [T o F= U TP UPPPTPT 12
20,2, PrESEINCE ...ttt e et e e e e e e 13
2.1.3. View and annotate dOCUMENTS...........ooiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee e 14
D OV o | (= T 15
205, SUIVEYS . 16
% I G T 1 To o = W (o ot U1 =T o | O TP OURPPPRPT 16
2.2, AICRIVES.. ..o 17

DiliTrust Exec User Guide 2



# DILITRUST

3. DOCUMENTALION ... e, 18
3.1. Search in docUMENTALION ......veeeeee e 18
3.2. ACHIONS ON AOCUMENES ..eieeieie e 19
3.3. Read a dOCUMEBNT ....oniee e 19
3.4, NOte taKING ...cooveieie e 20

A, ANNOTALIONS ...veieie e e aees 21

D T O0IS e e 22
LT I Y {0 (TS 22
S IVZA A\ o] g (o 181 g o7 0 4 1<) o | AT 23

. S BAICN ... i 24

. SUP P O R T e e e e e e e 25

DiliTrust Exec User Guide 3



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 « Log in ».

You have successfully validated your e-mail address.

DILITRUST Exec

g in to the site and change your password, gitelized portal that optimize Board meetings preparation and attending.

This is a one-time login for and will expire on

O Support

2 2018 DiliTrust All rights reservec

Set up 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 a special character

Click « Save » and you will have 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
corner) and choose the portal by region.

- 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 a one-time link valid only 24 hours to
reset it.

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

LOGIN

DILITRUST Exec

The digitalized portal that optimize Board meetings preparation and attending.

PASSWORD

Q Support

© 2018 DiliTrust All rights reserved.

If the two-factor authentication via SMS is enabled

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).

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

DiliTrust Exec User Guide 5


http://www.dilitrust.com/
https://exec-na.dilitrust.com/
https://exec-eu.dilitrust.com/
https://exec-mea.dilitrust.com/
https://exec-ma.dilitrust.com/

ten backup codes. To display the ten backups codes, you will have to previously fill in your

password.
aallbb22
ee55fi66
ii9gjjoo
mm33innd4
gq/77rr8s
Generate new codes.

ciciddad

g7g7n8ng

klk1212

oSoSp6pb

5599100

1.4.My groups

The group you are currently in is indicated on the top left of the screen in a blue square.

If you have access to several groups, an arrow can be seen on the right of the blue square. To
switch group, click on its name in the list.

NB: You can be a user in a group but an administrator in another. To have access to all your
groups within the same connection, be sure that the group administrators add you with the
same email you already use for your DiliTrust Exec account.

DiliTrust Exec User Guide
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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 scheduled meetings
(4): The latest activities (documents, polls, votes...).

Q @A\\an Smith v

) Home ACME CORP - CONSEIL D'ADMINISTRATION ~ + | | LATEST ACTIVITIES fo}
8B, Mesting: o o Cetcing facteurs qui tourmentent la Bourse
_____ Updated by Benjamin Martin, Wednesday. April 25, 2018 - 10:47am
MARAGEMENT
= . cons
Documentation AMCE | oxeeanses
. CA du 24 07 2017 - comptes consolidés.docx
G orctatons L] e o Burionrien Mortoe. Woimes. e 25, 2008 - 103 om
3 Toois
. leadingboards_-deseriptif_2015.pdf
24 2l Adazan:  Benjamin Martins, Wednesday, April 25, 2018 - 10:27am
5 §100@ oo
@ Configuration - ae) @) . B CA du 24 07 2017 - comptes consolidés.docx
— Added by Benjamin Martins, Wednesday, April 25, 2018 - 10.37am
6} suoport CALENDAR

APRIL 2018 y - leadingboards_-descriptif_2015.pdf
Adided by Bajarnin Marting, Wednesday, April 25, 2018 - 10.37am
MON TUE WED THU FRI SAT SUN

1 o [y Approuvez-vouscePv?
Added by Coumarane Thandavarayan, Wednesday. April 25, 2018 - 10:03am

. 1-3_-_ca_du_24_07_17_-_comptes_consalides.docx_.pdf
¥ 7 B W 20 A 2 =] Aaded by Benjamin Martins, Tuesday, April 24, 2018 - 4.07pm

DOCUMENT TEST.xlex
O || o B o o Tommrrson s cri 24,209 327am @~

1.5.1. Logo and welcome message

The group logo is logically placed on the top left with the welcome message.

1.5.2. Members

Members on the homepage are the members of your Board or Committee. By clicking on « See
all members » you will see all members of the group and see their personal information
(biography, address...).

LIST OF THE 24 MEMBERS (&)

g Jérome Béchet
Fresident PROFIL MEMBER OF

Antoine Chabert
CAC

Andréanne
Bslanger
Directeur Juridique

Président

Equity

y  Administrateur oo AR
indépendant G Ingénieur d'Affaires

‘ Jérémy Héritier i Lez Collines de |'Arche
o 76, route ce Ia Demi-Lune

92057 Paris La Défenze Ceclex
John Doe
cAC

0142019224

‘ Marle-Claire Harvey

l Ahmed Saad

https://exec-eu.dilitrust.com/eng/node/190756/homepage
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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.

By clicking on a meeting’s date, information about this meeting will be displayed (Date, title,
time).

ACME Corp - Consell @
Allar
d'administration

0 Hom ACME CORP - CONSEIL D'ADMINISTRATION LATEST ACTIVITIES ©
S8, Meetings 5 o go Cescing tacl‘e‘f.n.tvq:u tourmentent la Bourse
B Documentatior AMCE
» CA du 24 07 2017 - comptes consolidés.docx
X
. leadingboards_-descriptif_2015.pdf
24 MEMBERS » Benjamin Martins
§304@ -oron
@'9 et - é D CA du 24 07 2017 - comptes consolidés.docx
€ support CALENDAR

- leadingboards_-descriptif_2015.pdf
WEDNESDAY, MAY 2, 2018 . njamin Mart

- 2-vous 2
o [ Approuvez-vousce PV

D 1-3_-_ca_du_24_07_17_-_comptes_consolides.docx_pdf
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1.5.4. Latest activities

{ DILITRUST

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. To open an element of the list, click on its title.
Non-viewed items are marked with an orange dot on their left.

DERMIERS AJOUTS

Mouveau Ul - Tests.docx
Ajouté par John Doe, Jeudi, 19 Avril, 2018 - 10035

D FR_CA Prod Demoxlsx

cuté par John Doe, Jeudi, 19 Avril, 2018 - 10:35

D 1-3_-_ca_du_24_07_17_-_comptes_consolides.docx_ (1).pdf
Ajouté par John Doe, Jeudi, 19 Avril, 2008 - 10:33

D Feuille de présence pdf _ DiliTrust Exec pdf
Ajouté par John Doe, Jeudi, 19 Avril, 2008 - 10:32

D Leading Boards - Annonce aux administrateurs pdf

uté par Eric Roland, Jeudi, 19 Avril, 2018 - 1026

D Feuille de presence pdf

cuté par John Doe, Mard wril, 2018 - 17:25

D 1-3_-_ca_du_24_07_1 comptes_consolides docx_ pdf

Ajouté par John Doe '5':_ t.-_ 008 25
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1.6. My profile

To access your profile, click on the arrow on the right of your name and select « View my

profile ».

On your profile you will find your personal information filled in by you or by a group
administrator and a list of all groups that you have access to.
To edit your information, click on the “Edit” button.

ﬁﬂ*—

(A JOHN DOE

Frp—
it rame
B secumermasion
-
B scrsnons
K Toois Comgany
Member of

& ot [ER—

) sepoon [EE—

View  Sumisties

g

DTSt

You will then be able to edit your name, title, add or remove your profile picture, your email
address, your password, information about your occupation, time zone, the default group upon
login on the portal, add or remove your signature (if it's enabled for your group). You can also

add a biography.

DiliTrust Exec User Guide
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To log out of the portal, select your account on the top right of the page and click on “Log Out”.
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2. MEETINGS

To access meetings, click on the « Meetings » tab on the left of the screen. In this section you
will have access to upcoming and past meetings.

Meetings are sorted by years.

Upcoming meetings are displayed in a chronological order. Archived meetings are in the
« Archives » tab.

£} pccue REUNIONS A VENIR

% Consell d'agministration Consell d'administration Avril 2018 Consell d'administration du 2 Mai 2

2.1.Upcoming meetings

By clicking on the « Meetings » tab on the left of the screen or on the « Upcoming meetings »
tab on the top right, you will access the upcoming meeting.

2.1.1. Opening an agenda

To access a meeting, its agenda and documents, click on « See agenda » of the desired
meeting.

Q= <
R e Consall dad Avril 2018 ==
onsall d'acministration Avrll
B Decumaons
o ° o e e e
»o
i B & 6]

i8]

0 LB

6] o
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On this page you will have information about the title, the date, the time and the location of the
meeting, then all agenda points will be listed and if any description and time for each point.

To ease your reading of the agenda, you can hide documents by clicking on the

B.h' Hicle documents

D Show documents

button which will turn into , click to show documents for

each point of the agenda.

The @ "™ putton will allow you to print the agenda.

.ﬁ, Download all gcocuments

By clicking on
computer.

, it will download all documents of this meeting on your

E Generate mesting bundle

The button helps you by creating a PDF file with all points of the
agenda and their documents attached.

To go back to upcoming meetings, select « Back » on the top left.
2.1.2. Presence

The presence (or quorum) allows administrators to know which users attend to the meeting.

Presence? w

By clicking on the button you will be able to indicate your presence or not to
administrators. If you select « present » or « distant call » your name will be visible on the
participants list of this meeting. If you choose « Absent » your name will show up in the absents

list.

Present

Distant Call

Absant

By clicking on « X attendants confirmed their presence », three lists will be displayed: presents,
absents, and unconfirmed.

You can modify your presence choice at any time by clicking on the « Presence? » button and
by selecting your new choice the lists will adapt accordingly.

DiliTrust Exec User Guide 13
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fy vr 2
AR Meatings
Co il d’administration Avril 2018 o
- onseil d’administration Avri
T pa— o o : -
X ‘
B &on o o

D s

) LB

0= &

[&] &

[EEE

NB: If you choose to attend the meeting via a distant call, the « distant call » mention will be
displayed next to your name in the presents list.

2.1.3. View and annotate documents

To view a document in the agenda, click on its title or on the file category (do not click the
download button) and the document will open.

DiliTrust Exec - CA v @_rm Doe v

< BACK TO THE MEETING

AGENDA FEUILLE DE PRESENCE.PDF _ DILITRUST EXEC.PDF

& a e
mb a -+
B
B
8
(B}

On the page’s left, the agenda is still displayed (can be hidden by clicking on the small arrow
pointing left) and allows you to access any other document of the meeting.

The * button allows you to download the document on your computer.

By clicking on the document, you will be able to take notes. A yellow post it will be displayed
and allows you to write a note and save it by clicking on ¥ .
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To close the note, click on the cross on its top right corner (this will not delete the note) you

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

To share a note (if activated by administrator on your group): Open the note and click on

the LT] Users will be listed in a newly opened window, check the ones you want to share the
note with. Select ¥ to send it. Recipients will receive an email notification with a direct link to
the note taken on the document (after login in the portal).

NB: All notes taken on documents are personal. No administrator can read or access notes
taken by its users and inversely. You can access all your notes by selecting “Annotations”.

2.1.4. Vote

The pictogram B indicates that you have the possibility to vote a resolution from the agenda.
By clicking on it a window opens with a question and answers to choose from. Select your
answer then click on « Confirm my vote » to submit your answer. You will now be able to see
the vote results (vote number per participation and the participation). On this same window
you will be able to edit your vote by clicking on “Cancel your vote” and vote again.

DO YOU APPROVE THIS YEAR FINANCIAL STATEMENTS? 2 Notfy |/ Edit

Yes

No

Attachments

D odj.pdf
Last updated date - Fri, 2017/11/24 - 2:48pm - 210.02 K

Comments <+  Add new comment
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2.1.5. Surveys

Administrators can link a survey to an agenda’s category, shown with the S icon and you
can answer it. You simply can select your answers and “Submit”.
@
() rome < BACK
ol Board of Directors
B oo e e .
LR )
X
] @ & 6] il
& =
Q -
B} &
B &
(<]
B &

2.1.6. Sign a document

It is possible to directly sign a document on DiliTrust Exec.

Lp

To sign a document, open it via the ® icon then click on located on the top right of your

SEAL

screen. You can move it or change its size. When the signature is rightly placed select
. The document will be updated with your signature.

To add a signature, you have two options. You can add it to your Profile or directly from the
document, click on the + then sign inside of the dedicated square. You can add several
signatures (or initials). You will have a dropdown list of the existing ones, simply select the one
you want.

ACME Corp - Conseil
@ s+

d'administration

< BACK TO THE MEETING

-
@k

AGENDA FEUILLE_DE_PRESENCE_HEBDOMADAIRE_215_X_28_CM_PAYSAGEI (4).XLSX

[D Q |4 ¥ Page fa = | 4 [Actomatic Zoom ¥
+

: Nz
 Attengence Sheet [Nom de la société]
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2.2.Archives

DILITRUST

To access the group archived meetings, select the « Archives » tab. All past and archived

meetings will be listed here. You still have access to the meeting documents and your notes.

ACME Corp - Conseil

d'administration

ARCHIVED MEETINGS

Y Fil

2018

Conseil d'administration

€D saturday, February 3, 2018 - 1200pm

SEE AGENDA

CNBC BDR 08/01/2018

© Mandy, March 5 2018 - 200pm

SEE AGENDA

Conseil d'administration

O Trursay, April 19, 2018 - 11:29arr

SEE AGENDA

[ Clons - Conseil d'adminictration 1

© Saturday, February 3, 2018 - 1200em

SEE AGENDA

Consail de sécurité

() Thursday, March 8, 2018 - 10:000r

SEE AGENDA

Conseil Administration du 15 Avril

SEE AGENDA

Conseil d'adminictration 02/2018

€D Fridey, February 9, 2018 - 2350m

SEE AGENDA

[ Clone - Conssil de sécurité ]

() Trurscdoy, March 8, 2018 - 10:000m

SEE AGENDA

Conseil d'administration

€D Weanesaay, April 25, 2018 - 1018ar

SEE AGENDA

‘Comité de Direction Générale

D Thursday, Februar

SEE AGENDA

Conseil d'administration

() Thursdsy, Apri 12,2078 - 1007

SEE AGENDA

2018 -

0:00r

To access meetings and the documents attached, select « See Agenda ».

DiliTrust Exec User Guide

17



3. DOCUMENTATION

The « Documentation » tab regroups all folders and files that portal administrators want to
share, either if it's related to a specific meeting or not. It's your “Library”. If you want to have
certain documents you think might be useful, you need to ask your portal administrator.

Once in documentation, the main folder is located on the left side of the page.
A folder containing subfolders is indicated by a grey arrow on the right of the folder.
By clicking on a folder, the files within are displayed on the right of the page.

@A an smith
Q Home DOCUMENTATION
AR Meetings F.ARIIE VR&D‘V
5 bocumentatio -
Vv -
\a Ann (
X @ i
B o n &
Q . El xyz D Méc‘hudolfag\ad‘.[npl.nmmn pr.rlfr &
B et
Guide-utilisateur-Tabletts. pdf &
B A D Updatea o 82 0 B
B 2o D Uw‘rgwda Web.pdf &
[
= co m t
3.1.Search in documentation
It is possible to filter folders by their name to rapidly find one.
@E lan S h w
Q Home DOCUMENTATION
AR Meetings PARTIE RGD
) pocumentat -
Y Rap —
= v
" @ ACME Corp - Consell d'ad trat )
B s a R e -
) s [ Rapports annuels D Mét‘hndnl?g\ed.ifnpln.n!mic.n pf &
B Rraec ef
D Gun‘ﬂs-utlIlsaww-Tlhlvlls.pdf7 Al
D User guide Web.pdf ) &

Likewise, files can be filtered by their name in a folder
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ACME Corp - Conseil @ ,
Allan Smith v

d'administration

Q Home DOCUMENTATION

AR Meetings PARTIE R&D

Y Rrap -
7 quide
g i V gui
ACME Corp - Consell dadministration
¥ Teols D Guide-utilizateur-Tablette.pdf &
B steuts )
Q . [ Rapoorts annueis D User guide Web.pdf L.
Supp o s =
B Rapports annuels

3.2.Actions on documents

To open a document, click on its title.

If administrators allow document download, the & button is visible and allows you to
download the document.

All unseen documents will have an orange dot next to their name.

ACME Corp - Conseil
@a an Smith
dradministration
Q Horne DOCUMENTATION
SR Meetings MARS
E Statuts -
Y
B osumenss conts
¥ Tools [ 1-3--ee_du_24.07.17_-_comptes_cansolides.docx_pdf &
[ Testimpo:
o [ possier D equity_2014-corp-pres 29.05.2018 2.pdf &
Sune : e
B reunior
[] sauity_2014-corp-pres 29.08.2018.pdt &
B e :
[ zekinezkinez [[] DOCUMENT TESTxlax &

3.3.Read a document
To read a document click on its title and the file will 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
documents).

A zoom is also available to ease your reading.

(=]
51}

You can also download and print the document via the buttons and & P
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Note: Will be available only if these features have been activated by an portal admin.

3.4.Note taking

By clicking on the document, you will be able to take notes. A yellow post it will be displayed
and allows you to write a note and save it by clicking on v .

To close the note, click on the cross on its top right corner (this will not delete the note) you

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

To share a note (if activated by administrator on your group): Open the note and click on

the ﬂ] Users will be listed in a newly opened window, check the ones you want to share the
note with. Select ¥ to send it. Recipients will receive an email notification with a direct link to
the note taken on the document (after login in the portal).

NB: All notes taken on documents are personal. No administrator can read or access notes
taken by its users and inversely. You can access all your notes by selecting “Annotations”.

DiliTrust Exec User Guide 20




4. ANNOTATIONS
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The Annotations tab lists all of your notes (written by hand or in post-it format) taken on the

portal, from all groups you have access to.

DiliTrust Exec - CA v

£ e ANNOTATIONS
AR 7 -
Pocumentation NP— ALL MY ANNOTATIONS
| A
X D e E tost
é’) Co Fe %
b
) s
o vor o ) Reveirlos
g testrote

Et

Bt

Bt

You will find, on the left side, the documents where 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 to this document will be displayed on the right

side of your screen.

The « Purge » button (top right) deletes all notes taken on the portal.

DiliTrust Exec User Guide
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The Tools tab includes three features:

- Votes
- Surveys
- Announcements

DiliTrust Exec - CA v Q ®Juhn Doe v

Q Home

S8, Meetings

B pocumentation

G Annotations

¥ Tools

é’j =

Q Support

5.1.Votes

By clicking on the « Tools » tab on the left, and by selecting « Votes », all votes related to this
group will be listed. You can create a vote as a user but portal administrator usually do so.

To create a vote by selecting tools, votes and then click on the 4 button.

Type a question, answer 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 oalmamwr\ Marting v

CREATE VOTE

File attachmant

ADD ANEW FILE

[ Ghaseun tetver | ~ucun terver cnals. Uplosa

Fles must e e
Al s tat o< docx

DiliTrust Exec User Guide 22



{ DILITRUST

5.2.Announcement

Announcements are only available from the tools tab.

To create an announcement, click on v to add one.
You will be redirected to add its title, content and possibly attach a document.

CREATE ANNOUNCEMENT

B: If you are the announcement author you will be able to delete it by clicking on m
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6. SEARCH

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

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 left.

If the file is from the documentation section, only the document will be displayed.
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7. SUPPORT

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

¢} TECHNICAL SUPPORT AVAILABLE 24/7

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