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1. Introduction

The Virtual Cabinet® Portal is used to exchange documents and information quickly between
contacts.

This document is intended to assist those who have been sent documents or information
via the Portal, also known as Recipients.

2. Account Activation

The first time you are sent a document through the Portal, you will receive an email notification.
Before you can access the first document that has been published to you, you must activate
your account. The email notification takes you through this process.

- Click the link within the email titled “Click on this link”
- You will be directed to a secure activate your account page on the virtualcabinetportal.com
website and follow the instructions and click activate account.

Dear Sir/Madam,

from has sent you a secure document that requires your signature.

This e-mail has been sent to #s Sssssss. ws which is the address you should use when logging into the

Virtual Cabinet® Portal.

Virtual Cabinet is a secure and audited document distribution and management system used by Lindenhouse
(AL) Software Ltd to allow you to receive and digitally "sign" documents from within your own individual secure

portal. The digital signature legally replaces a physical signature on a piece of paper.

Account Activation

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

1. Click on this link - your browser should open and display the Virtual Cabinet Portal account activation page. A lot of

the information is filled in for you - you just need to complete anything that's missing.

2. Your password must be at least 7 characters long and contain at least one upper case letter, one lower case letter and

one digit. Choose something easy to remember, but difficult to guess. The gauge
HE .

will show you how strong your password is.

3. Once you have completed all of the missing information, click on the 'Activate account’ button and you will be able to

see the document you have been sent.

Thank you

The Virtual Cabinet® Portal Team on behalf of

The Virtual Cabinet® Portal is used by Lindenhouse (AL) Software Ltd as a secure and audited document

distribution and management system. Learn more




- You will now be presented with the document, or pack of documents that was

published to you.
- You may now access your Portal Account at any time from any device using a web

browser and navigating to the following page and enter your login details:

https://www.virtualcabinetportal.com/MyPortal/Login

3. Forgotten Password

If you have forgotten your Password for the Portal, simply navigate to the following page:
https://www.virtualcabinetportal.com/MyPortal/Login

- Click the “Problems logging in?” link and follow the instructions.

4. Authenticating your Device & Browser and Signing Documents

This process will only need to be followed if you need to perform a task on a document,

such as digitally sign it.
It will only be triggered if you are trying to perform such a task for the first time on a new

device or using a new internet browser.

- When you are asked to sign a document, the email notification you receive will say so,
and the Sigh and Reject buttons will appear when you access the document in the

portal.

) e

LLEHL +—— K2 =)= @2 [+/8H

o Sign | | 3 Reject
By Electronically Signing this document you acknowledge that this is the equivalent of providing a written signatureona | |
hardcopy document. More Information =
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HM Revenue & Customs office address
-

=== SELF ASSESSMENT
= PO BOX 4000
=== CARDIFF L -
CF14 8HR
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Byt For
Telephone 0845 900 0444 Reference
| 2 Your tax return |
-~ This notice requires you, by law, to make a return of your How to file your return
— taxable income and capital gains, and any documents Most people file online. To do this go to hmrc.gov.uk/online
G requested, for the year from 6 April 2012 to 5 April 2013. To file on paper, please fill in this form using the rules below.

= " Cross out any mistakes
SR —— Deadlines Use black ink and capital letters and write the correct
e i / information below

R We must receive your tax return by these dates: ) N Sk gy Baritanidanate’

» if you are using a paper return - by 31 October 2013, @)Aux 2 “m’}?)
(or 3 months after the date of this notice if that's later), or . =4 4
ez « if you are filing a return online - by 31 January 2014, Please round up tax paid,
e e (or 3 months after the date of this notice if that's later) for example, £4,700.21

=== 2 p would be £4701
If your return is late you will be charged a £100 penalty.
If your return is more than 3 months late, you will be « Enter your figures in whole pounds - ignore the pence.

3 charged daily penalties of £10 a day. Round down income and round up expenses and tax paid

If you pay late you will be charged interest and a late - it is to your benefit.

« If a box does not apply, please leave it blank - do not strike

payment penalty.
through empty boxes or write anything else,

Starting your tax return
Before you start to fill it in, look through your tax return to make sure there is a section for all your income and claims 5
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https://www.virtualcabinetportal.com/MyPortal/

- When clicking the Sign button, you will be presented with a pop-up notification stating
that you need to authenticate your device or browser and that you have already been
sent and authentication email

| Authentication

This is the first time that this device has been used
I} to sign a document.

| We have just sent you an e-mail. When you receive
it, please click on the link provided, which will
authenticate this device. You will then be able to
sign this document.
This forms part of our security measures and

| ensures that unauthorised people cannot process

your documents.

rd If you do not receive this e-mail within the next few
aff minutes, please click the button below and we will

resend it.

- Open the authentication email, click the link to enable the current device for signature
approval (make sure you click or use this link on the same device and browser that you
are using to sign the document).

- Specify if this device is for private use, or is a shared device

Svirtualcabinet

DOCUMENT PORTAL

Browser Authentication

Your browser has been successfully authenticated! You can now use all of the features of the Virtual Cabinet® Portal.

In order to continue, please choose from one of the following:

Seicn
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- You can now continue with the singing process.
- Click the “Sign” button to sign, add a message if you wish and send the document.

- You will receive a pop-up message stating that the document has been signed and
returned.

Sign a document

You can enter a message that will be sent to the publisher and added to the document
as part of your digital signature.

Message: |

Characters remaining: 1000

By Electronically Signing this document you acknowledge that this is the equivalent
of providing a written si on a hardcopy d More Information

Your current IP address s . will be recorded along with your digital

i | et | £

IMPORTANT NOTE: Documents will only remain on the portal for up to 2 months therefore
we advise that you download a save a copy for your own records.

5. Troubleshooting

If you are having any issues with accessing the Virtual Cabinet Portal web-page, or
logging into your Portal account, there are a few steps that you can take.

- Trouble related to accessing the Portal web-page may be due to networking
issues. You may want to check your internet connectivity (either wired or Wi-Fi)
and ensure that you do not have the website in your blocked URL settings.



When logging on to the Portal, please ensure you use the email address and
password that you provided when activated your Portal account. Double check the
email address by checking the notification you received from the Portal.

If you are using autofill information within the Portal when logging in, ensure that
there are no blank characters before or after your user credentials as this can
cause login issues due to the 50 character limit.

Ensure you are using the latest version possible of your web-browser as this will help
with navigating the site, and will allow you the most functionality of the Portal. This
also helps to keep your browser safe from vulnerabilities.

If your browser has add-ons, extensions, or toolbars that have been installed then
these can interfere with the usability of websites, including the Portal. If you have any
issues relating to the Portal that seem unusual, try installing another browser, removing
the add-ons/extensions/toolbars, or resetting your current browser back to its default
settings. Recommended browsers are Internet Explorer, Google Chrome, Mozilla
Firefox, and Apple Safari (browsers are not limited to those mentioned above).

Ensure your cookies and JavaScript settings are correctly configured in your browser.
If these may be causing you a problem, try resetting the browser back to factory
defaults as mentioned above.

If you have any further issues with Portal documents, please contact Ward Williams.



