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Please note: Depending on the permissions granted by your manager, some of the features
described in this manual may not be accessible.

© DiliTrust. No part of this publication may be copied, transcribed, distributed or stored in a
document search system, or translated into any human language or computer language by
any process whatsoever, whether electronic, mechanical, magnetic, manual or otherwise, or
brought to the attention of third parties without the express written permission of DiliTrust.
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1. CONTRACT CONSULTATION

1.1. List of contracts

To access the list of contracts, click on the Contracts menu. The following screen is displayed:

CONTRACTS
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1.2. Searching for contracts

To search for a contract, use one of two methods:

Home CONTRACTS
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e The main search (1) method is accessible from all screens and allows you to search
for any available content.

e The quick search (2) method allows you to search more precisely, only on the
screen you are on.
By default, the quick search only covers the title of items, however you can customize
the columns taken into account in the search using Options.
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1.3. Contract details

To view the details of a contract, click on its name in the Title column:

<

Home CONTRACTS
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An overview of the contract is displayed.

2 f @cvowense

< CONTRACTS

EXILORU'S CONTRACT
& vty | Q swoscrce | B Generte protie Oanm i
Ousourcing LR N

EXILORUS CONTRACT =

Contract for Services Rendered

This Is a contract entered into by Exdloru and Cross Tech Corp. on May 1% 2014

Exloru place of business is 381 Park Ave 5, New York, NY 10016, and the Client's
place of business is 91 2nd Ave, New York, NY 10003, Etats-Unis

Nordicciomre a

The Client hereby engages the Provider to provide services described herein under
“Scope and Manner of Services.” The Provider hereby ¢~-~~= *~ mw-idn i Client
with such services in exchange for consideration descr »ayment
for Services Rendered.”

Irvhouse contact
person

Scope and Manner of Services

Services To Be Rendered By Provider:

Lead clients onboarding experience through training and Q&A sessions

Manage day-to-day communications and organize regular meetings with all clients in

assigned portfolio

Foster relationships with clients to drive customer satisfaction, retention, and loyalty

Connect customers with EEG Technical Support. Engineering. and Sales teams as

needed to help users get the most out of the product

* May12014 Communicate with Sales and Marketing teams to generate product materials and
Ertective cate resources

Work with customers to evaluate performance of their E£6 installation, including

through hands-on grading and analysis of transcription accuracy metrics

Become a skilled user of EEG's automatic speech racognition vocabulary training

systems and put this knowledge to wark for customers starting their own product

mplementation

Analyze billing patterns and help customers understand and appropriately scale their

usecrae

iapsea cates

*  May122021

usage
« Be a customer advocate in influencing product roadmap and improvements

B actusus Finance «  Forecast customer needs and make suggestions for product and feature utilization
+ Monitor and influence key performance metrics lie customer satisfaction, renewal

> @ cocurmis 0 rate. upsell/cross-sell leads. and reference-ability

This screen is split into two parts:
e The left part presents the important contract information (title, status, parties,

additional information, related documents and tasks).
e The right part displays the contractual document.
1.3.1. Important information

This information is displayed on the left side of the screen.
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Non-disclosure agreement 2:Yes

Tacit renewal

In-house contact
person

Type de contrat

Key clauses:
Numéro contrat: 5

PARTIES

B ACTUALIS FINANCE || EXILORUS || MNO incorporated

- - - -

LIFECYCLE

® May12014

Effective cate

J show collapsed dates

® May122021

Renewal

4

ACTUALIS FINANCE

> e DOCUMENTS ] 6

X Add
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DILITRUST

Button/Field name Explanation

1 - Notify Used to send a user a notification email containing a link to this contract.

2 - Subscribe

Used to subscribe to (or unsubscribe from) this contract. Notifications are sent to you
by email each time a change is made to a contract to which you are subscribed.

3 - Generate profile Used to generate a customizable summary sheet of this contract.

4 — Information

The button is used to add or modify information relating to this contract.

o = Life cycle The button is used to add or modify an event in the life cycle of this contract.

6 - Add... associated tasks.

Used to add other elements to this contract, such as additional documents or

1.3.2. The contractual document

This document is displayed on the right side of the screen:
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EXILORU'S CONTRACT
Aaded by Bryan Wells, Monaay. October 5, 2020 - 5:09pm

¥ Page [ 1| of2

_ﬁT'm"‘:}

Contract for Services Rendered
‘ 5J This is a contract entered into by Exiloru and Cross Tech Corp. on May 1% 2014.

Exiloru place of business is 381 Park Ave S, New York, NY 10016, and the Client's
place of business is 91 2nd Ave, New York, NY 10003, Etats-Unis.

The Client hereby engages the Provider to provide services described herein under
"Scope and Manner of Services." The Provider hereby agrees to provide the Client
with such services in exchange for consideration described harain nindar "Dayment
for Services Rendered.”

Scope and Manner of Services

Services To Be Rendered By Provider:

Lead clients' onboarding experience through training and Q&A sessions
Manage day-to-day ications and organize regular ings with all clients in
assigned portfolio
Foster relationships with clients to drive customer satisfaction, retention, and loyalty
Connect customers with EEG Technical Support, Engineering, and Sales teams as
needed to help users get the most out of the product
Communicate with Sales and Marketing teams to generate product materials and
resources
Work with customers to evaluate performance of their EEG installation, including
through hands-on grading and analysis of transcription accuracy metrics
Become a skilled user of EEG's ic speech recogniti bulary training

y and put this ledge to work for s ing their own product
implementation
Analyze billing patterns and help customers understand and appropriately scale their
usage
Bea d in ing product r and improvements
Forecast customer needs and make suggestions for product and feature utilization

2o |

Monitor and influence key performance metrics like i
= : e

fl )

Button/Field name Explanation

Used to print the document.

Used to:

4 — Search tools

- display the page scrolling side panel;
- search for keywords in the contract;
- mark a page in the contract.
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2. CONTRACT MANAGEMENT

2.1. Adding a contract

To add a new contract, click Add a contract or click the button's down arrow to display all
available add options.

22 @
CONTRACTS
B = Ht
B conscs =
@ 43 0 sweseomex @ ACUASFNAWEEXKORUS  Jndo20n [odesde [ o IO a AP |
Sres) uppters  SOFTW o™ o W/ B @
(e outsourcng [ T &N h s B @
Eﬂ Add a contract without document
@o mport from xls
Button/Field name Explanation
Add a contract Used to add a contract by importing a digital copy of the contract.
Add a contract without document Used to add a contract without importing a digital copy of the contract.
Used to add several contracts (without the digital contracts) using an .xls import
Import from xls model

2.1.1. Add a contract

After clicking on the Add a contract button in the Contracts menu, the following window is
displayed:
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ADD A CONTRACT

N

Drop documents here

or

ADD A DOCUMENT

m

ltem Explanations

Drop documents here Used to import a digital copy of the contract by drag and drop.

Add a document Used to import a digital copy by browsing your personal files.

Note: DiliTrust Governance accepts Word, Excel, PowerPoint and PDF files. The size of each
document may not exceed 30 MB.

Once the contract has been imported, it will appear in the list of contracts:

N

CONTRACTS

2 H
B comoens <
pARTIES seneooN  tAss  ewooatEA  actows
Sepes ousourcny [N N W/ B8 @
- Swpters SOFTWARE. (BN Q h 2 B @
= ooy [ o Decs 2020 W/ B @

2.1.2. Add a contract without document

After clicking the Add a contract without document button, a window with the same name is
displayed, comprising 3 tabs.
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2.1.2.1.Information

ADD A CONTRACT WITHOUT DOCUMENT

INFORMATION LIFE CYCLE EXTRA INFORMATION

DESCRIPTION

ltem Explanations

Title Used to specify the contract title.

State Used to indicate whether or not the contract is signed.
Description Used to add contract details.

Parties Used to specify the contract parties.

Tags Used to add tags to organize your contracts.

2.1.2.2.Life cycle

ADD A CONTRACT WITHOUT DOCUMENT

INFORMATION LIFE CYCLE EXTRA INFORMATION
[Signed on £ | without ena ﬂ

Renewal |

Contractual negotiations B

Estimated date of signature r":‘;

Signature of amendment n ° 1 B

Effective Date =)

Notice date B

l + Create a new step E

2]

CANCEL CONFIRM
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Button/Field name Explanation

Used to indicate the contract signing date.
You can also specify an effective period.

1 — Signed on

2 — Creating a new step  Used to indicate additional steps in the life cycle of this contract.

2.1.2.3.Extra information

Clicking on the Extra information tab displays the following screen in which you can add
additional fields that exist in the database or create others.

ADD A CONTRACT WITHOUT DOCUMENT

m

INFORMATION LIFE CYCL EXTRA INFORMATION

CONTRACT NUMBER*

NEW TEXT FIELD (nistorized

2

Button/Field name Explanation

1 - Choose an existing field Used to add an existing field as additional information to this contract.

Used to add a new field as additional information to this contract. First choose the

2 - Create a new field appropriate field type, then give it a name and a value for this contract.

Depending on the type of field to be created, this button is used to set certain
options, including:
- whether the field is required;
- whether to log the information in this field (in which case all changes to
this field value will be logged);
- whether the field can accept one or more values.

3 - Field options

4 — Delete the field Click this icon to delete this field.

Please note: All fields you set as mandatory (required) in this tab will then be used for all
contracts you create in the future.

2.1.3. Import from xls

After clicking the button Import from xIs button in the Contracts menu, the creation wizard
screen is displayed:
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IMPORT CONTRACTS

1 BROWSE Allowed file extensions: .xls, .xlsx, .csv, .cds

template file

CANCEL CONFIRM
Button/Field name Explanation

Used to load a file containing the list of contracts and their associated fields to be
imported in the application.

1 - Browse

f2ile- Download a template Used to download a template file that can be imported in the application.
3 - Stop the import at the Used to stop the import if an error occurs during the operation. If this box is not ticked,
first error the contract with the error will be ignored and the import will continue.

Note: the Import from xlIs function cannot be used to import digital copies of contracts. These
must be subsequently added in each contract.

2.2. Updating a contract

To update the contract information, use one of two methods:

e In the list of contracts, click in the list of actions.

2 8 @svnvese
B Ewort (x| | i options
S
B consacs

srare me paenes scnepon Taes 0 oaTe + AcTions
== UAUSENANCE EXiLORUS  dan20 202 ousoucns [N & oz @ wl-le &
- T Suppiers SOFTWARE |EN octe2025 Q w0 @
- e sirict @) ACTUBKPISCEDNOR0S ) agva0m ctrs| QI8 oecson wl-le @

e When consulting a contract, hold your mouse over the area to be edited, then click
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® May12014

* May122021

Renewa

Dec92025 Q
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CONTRACT

0O alR

Contract for Services Rendered
This is a contract entered into by Exiloru and Cross Tech Corp. on May 1% 2014,

Exiloru place of business is 381 Park Ave S, New York, NY 10016, and the Client's
place of business is 91 2nd Ave, New York, NY 10003, Etats-Unis.

The Client hereby engages the Provider to provide services described hereln under
*Scope and Manner of Services.” The Provider hereby agrees to provide the Client

with such services in exchange for consideration describec’ =~~~ ~—+-- "n-—-=+
for Services Rendered.”

Scope and Manner of Services
Services To Be Rendered By Provider:

« Lead clients' onboarding experience through training and Q&A sessions

Manage day-to-day communications and organize regular meetings with all clients in
assigned portfolio

Foster relationships with clients to drive customer satisfaction, retention, and loyalty
Connect customers with EEG Technical Support, Engineering. and Sales teams as
needed to help users get the most out of the product

Communicate with Sales and Marketing teams to generate product materials and
resources

Work with customers to evaluate performance of their E£G installation, including
through hands-on grading and analysis of transcription accuracy metrics

« Become a skilled user of EEG’s automatic speech recognition vocabulary training
systems and put this knowledge to work for customers starting their own product
implementation

Analyze billing patterns and help customers understand and appropriately scale their

usage
« Bea customer advocate in influencing product roadmap and improvements
+_Forecast customer nd make for product and feature utilization

2.3. Adding areminder

In order to be notified when an important contract milestone is near, you can add a reminder

and receive an advance notification.

To do so, click the @ button next to a future date.

< CONTRACTS

0 notwy || Q0 suoterice

Outsourcing [LENIEE 1T EN

EXILORUS CONTRACT )

lorus 15 a leadier in the enginee:

Nor-disciorire agrasment > 122

* May12014

*  May122021

Renawa

o beco )075-E

Contract for Services Rendered
This is a contract entered into by Exiloru and Cross Tech Corp. on May 17 2014.

Exdloru place of business is 381 Park Ave S, New York, NY 10016, and the Client's
place of business is 91 2nd Ave, New York, NY 10003, Etats-Unis.

The Client hereby engages the Provider to provide servi
“Scope and Manner of Services.” The Provider hereby a

with such services in exchange for consideration described herein under "Payment
for Services Rendered.”

Scope and Manner of Services
Services To Be Rendered By Provider:

« Lead clients' onboarding experience through training and Q&A sessions

Manage day-to-day communications and organize regular meetings with all clients in
assigned portfolio

Foster relationships with clients to drive customer satisfaction. retention, and loyalty
Connect customers with EEG Technical Support, Engineering. and Sales teams as
needed to help users get the most out of the product

Communicate with Sales and Marketing teams to generate product materials and
resources

Work with customers to evaluate performance of their E£G installation, including
through hands-on grading and analysis of transcription accuracy metrics

Become a skilled user of E£G's automatic speech recognition vocabulary training
systems and put this knowledge to work for customers starting their own product
implementation

Analyze billing patterns and help customers understand and appropriately scale their

usage
« Bea customer advocate in influencing product roadmap and improvements
Forecast customer needs and make suggestions for product and feature utilization

You can then customize the notification period before this milestone, as well as the recipients

of this notification.
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NOTIFY AT GIVEN MILESTONE

Setup @ reminder for Dec 9 2025

Notify | 3 Montn(s) pefore expiration

CANCEL CONFIRM

Dates on which a reminder has already been set are indicated by the @ icon.

2.4. Deleting a contract

To delete a contract, go to the list of contracts and click in the list of actions.

CONTRACTS
B = Ht
T X
B conaets

sTaTE me PARTIES SIGNED ON TAGS END DATE + AcTions
= Actusis contract ¢ ACTUALIS FINANCE, EXILORUS 42020202 res vor. [ n202026 (3 w s BlE
=) ot *':L“_ Outsourdng (LR T BN Dec92025 Q0 Wz B)@
c) saestorce oiLiTRUST, Saisitorce oere 2018 W s sorrwane B8] ooz Q w s Bl@

2.5. Permissions

Click in the list of actions to manage users’ access or modification rights for a given
contract.

DiliTrust Governance — User Manual — Contracts Public 13



DILITRUST

e 2 @ = vens v

CONTRACTS
B e Ht
Tags ENX
B o

» STATE me PARTIES SIGNED ON TAGS END DATE 4 Acrions
G ACTUALS FINANCE, EXILORUS Jan 20 202 e o sn20202 3 v G
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This displays the permissions management window.

EXILORUS CONTRACT 1

Select all

Content owner must keep access

Button/Field name Explanation

1 — Type of permission Select a type of permission to be granted or denied for this contract.

2 — Users concerned Select the users who are to benefit from this permission.

2.6. Access monitoring

In the list of contracts, click the IEI button in the list of actions to view the screen for monitoring
access to a contract.
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CONTRACTS
B = Ht
Tags ENX
B comssens

sTate e PARTIES SIGNED ON TAGS END DATE 4 AcTioNs
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The access monitoring screen shows the history of all activity on this contract: creation, update,
download or simple consultation.
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3. TASKS AND WORKFLOWS

3.1. Tasks

Thanks to DiliTrust Governance, you can organize your work by creating tasks that you can
plan and track until completion.

3.1.1. Creating a task

From a contract file, click Add... > Tasks to quickly create a task associated with this
content.

2 &8 @cvewen
Downioon | | @ Priee

CONTRACT TEMPLATE 01 (1).DOCX 0
e by Bryan Wel. Tusacoy. Octooer 2. 202 10

[ notty | Q0 suoscrioe | | B Generate orofie |:| QR ¥ Poge of2 = | 4 |Actometic 2001

Ousourcing (G 1T BN

EXILORUS CONTRACT SARS G

Contract for SaaS Services
This is a contract entered into by Exilorus and DiliTrust. on September 1% 2019,

Exiloru place of business 1s 381 Park Ave S, New York, NY 10016, and the Client's place of
business is 91 2nd Ave, New York, NY 10003, Etats-Unis.

PARTIES The Client hereby engages the Provider to provide services described herein under “Scope and
Manner of Services.” The Provider hereby agrees to provide the Client with such senvices in
exchange for consideration described herein under "Payment for Services Rendered.”

EXILORUS | DILITRUST

SRR Scope and Manner of Services
<
$ fod ‘: zc?sf Services To Be Rendered By Provider:
« Lead clients' onboarding expenience through training and Q8A sessions
e Oct 252020 +  Manage day-to-day communications and organize regular meetings with all clients in assigned
Renews portolio
«  Foster relationships with clients to drive customer satisfaction, retention, and loyalty
o odtiaz02 O « Connect customers with EEG Technical Support. Engineering, and Sales teams as needed to
2 help users get the most out of the product
End dete w £ e wih Sales and g pr s
*  Work with customers to evaluate performance of their EEG mstallation, including through hands-
B soorus ‘on grading and analysis of ranscription accuracy metrics
- Become a skilled user of EEG's automatic speech recogrition vocabulary training systems and
ut this knoviedge to work for customers starting their own
v @ pocument ] « Analyze biling pattems and help customers understand and appropriately scale their usage
+  Be a customer advocate n nfluencing product roadmap and improvements
| [ contract Tempiate 01 ) docx « Forecast customer needs and make suggestions for product and feature utiization
*  Monitor and influence key performance metnics like customer satisfaction, renewal rate,
upsellicross-sell leads, and reference-ability
Payment for Services Rendered
X Ada
The Client shall pay the Prowider for services rendered according to the Payment Schedule
B 7o attached, within calendar days of the date on any invoice for services rendered from the
Drovidler

You can also create a task by clicking > Task Manager in the top right corner of the
screen, and then Add a task.

" )2 o

TASK MANAGER
B oo it corons e
navia
Status -1 progress X || Stotus Nt storted X
Rigeii me~ DUE DATE STATUS PRIORITY CREATED BY ACTIONS
r- com fad Nt oo oo W= dE s
Reminaer : HR. apriz2oz (1 in pragress € Thandavaraya: [ = g
Rey
Reminger  Kara Holaing Contract wizoz025 (2 ot s © Thanaavarayan W= s
R VRO CatioRk oct202025 (X i C Thandevarsysn W= E s
port
Reminaer . IT contract e fad in progrest im BA w2 i s
g &
snsz0z2 2 ez © Thanaavarayan W= s
Reminger TORONTO Traoers Cantract Novo20z2 [P N scarzed C Tnandavarayan W= E s

This displays a screen in which you can fill in the details of the task to be performed. You
can thus:
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e Assign the task to a user.
e Indicate a due date to be observed.

Once created, tasks will be displayed:

In the Calendar: for tasks with a due date.

In the Tasks section of a contract sheet: for tasks associated with this contract.
On the Home page which you can customize using the My assigned tasks item.
In the Task Manager.

3.1.2. Managing tasks

Access the Task Manager via > Task Manager.

This screen can be used in particular to:
e View all the tasks created, their progress status and their due date.

A

e Set areminder == on a task's due date.
¢ Modify or delete a task.

Lastly, you can use the Options button to filter the tasks displayed according to different
criteria, or to customize the information displayed on the list.

3.2. Workflows

Using workflows, you can quickly generate a series of tasks from a template. This feature
makes it easier to implement recurring procedures within your organization.

3.2.1. Creating a workflow

Go to the Task Manager via > Task Manager then click the Workflows button.

& Q) @evenwenv
TASK MANAGER S
2 it
In the screen displayed, click Add a workflow.
ACME Groip v e 2 @

WORKFLOWS

ACTIONS

In the form displayed, you can fill in the details of the Workflow to be created, in particular:
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e The type of content with which this workflow must be associated.

e The list of tasks that will be generated each time this workflow is applied. To help you

organize complex workflows, you can group these tasks into steps.

3.2.2. Applying a workflow

To apply a workflow:
e Inthe form for adding a task, click the Apply a workflow button.

e Choose the workflow to apply to this content.

ADD A TASK

INFORMATION

TITLE*

DESCRIPTION

ASSIGNEE

STATUS

TYPE

RELATED ENTITIES

PRIORITY

DUE DATE

e ‘

All tasks associated with this workflow will be generated and associated with this content.

3.2.3. Managing workflows

Go to the Workflow Manager via > Task Manager then click the Workflows button.

This screen can be used in particular to:
¢ View all the workflows created and the type of content with which they are

associated.

e Modify or delete a workflow.
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2 & @cvnwensv

e WORKFLOWS
B e Ht
awvouats
Tme~ AppLY ON TASK AUTOMATICALLY CREATED ACTIONS
Company profiie valiastios Companies No [ v
c 00 Contracts N [ e
omp: [ e
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