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1. Introduction

The Virtual Minute Book is our most innovative feature in Fast Company yet.

The Virtual Minute Book feature provides the following benefits (among others) to your firm
and your clients:

Maintain and share any Minute Book virtually with your client through UnityC.

Once the Virtual Minute Book has been shared with your client, the client will be able
to access it on any computer, tablet, or phone at any time of the day or night.

Access to the Virtual Minute Book by any of your internal staff without having to locate
the physical Minute Book or file.

Update the Virtual Minute Book by adding any document, resolution or updated
register easily.

Reduce or eliminate costly physical Minute Book storage and repurpose expensive
office space for activities that increase billings.

Document delivery sharing through UnityC is completely secure, unlike email.

Control access rights to share specific documents with accountants, bankers, or other
parties easily.

The Virtual Minute Book is absolutely FREE to use within Fast Company.

2. Getting Started

2.1 Upgrade to Version 22.3C or Higher

Your firm must be on version 22.3C or higher in order to start using the many benefits of
Virtual Minute Books.

2.2 Validate Records

In order to use Virtual Minute Books, your records must be validated. If your record is not
validated and you try to access the Virtual Minute Book, you will see the following message:

123 Front Street West, Suite 700, Toronto, ON M5)
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Pay-per-Use Status: Motvalidated —
Accounting Mo. | TEST

| Error x

@ Validation for this record has expired. Functions are restricted to data-entry only.
Document production and access to the Virtual Minute book are restricted until
the record is revalidated.
To revalidate this record, click the "lock™ icon at the top of Topic "A™

You will need to go to Tab A and validate the record in order to use the Virtual Minute Book
functionality.

2.3 Accept the EULA

The DoProcess End User License Agreement (EULA) has been updated to include Unity and
the UnityC functionality required for Virtual Minute Books. The first time you click on Upload
or Upload VMB, the EULA window will appear. To accept the EULA check I agree and then
click the Accept button. You are now ready to start using the Virtual Minute Book
functionality.

x
&> DoProcess

I

DOPROCESS LP END USER
AGREEMENT

PFrogram.

-
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3. BanneronTab A

Once you have opened a new or existing record for the first time after upgrading, you will be
presented with the following banner on Tab A. The banner provides quick access to a link
where you can learn more about Virtual Minute Books by clicking Learn More. To close this
banner, click on the X. This banner will appear again on the next launch of Fast Company. To
no longer see this banner, click No, thanks. If you would like to see this banner again, click

% on the top menu bar.

N E ' Create and share Virtual Minute Books } FASTOOMPANY"
e electronically through Fast Company
== Emmm - o

4. Configure Virtual Minute Book Categories

The Virtual Minute Book works with default categories. These categories represent the
individual tabs in a Minute Book. We have provided you with a set of defined categories.

It is recommended that you review these categories before you start using the Virtual Minute
Book to ensure that the category names match the individual tabs that your firm currently
uses for your Minute Books. Taking the time to review and set up your default categories will
ensure that each record will have your desired categories available.

To change or edit these categories, log in as the Default user. On the Configuration page
you will see the Configure Virtual Minute Book option.

Admestcuh sa e Liaciate Payraert e S Ragatrators & Feage Cantaie

Chech fandoarecd LEFIERs Fredetnec asvrces ook Trast Ledgm

nnnnnnnnnnnnnnnnn

Click Configure Virtual Minute Book. The Virtual Minute Book Categories window will
appear with all preset categories. You are able to Edit, Delete, Add and Reset these
categories (with the exception of the Registers categories which appear in pale grey). The
Registers categories have extra functionality (explained in Section 7 below) and therefore
cannot be configured.

123 Front Street West, Suite 700, Toronto, ON M5) 2M2
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irtua inute Book Categories x
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4.1 Edit a Category

To edit a category, highlight the Category and click Edit. The Edit Category window will
appear. Change the category name by typing a new category. You are also able to add a
watermark to the documents in a category. If your firm would prefer to present the Virtual
Minute Book as a draft, type in “"Draft” and a watermark will appear on all documents added
to that category. You are able to apply watermarks to any category, including the registers,
by editing each category and adding the desired watermark. Click OK to save your changes.

Edit Category - 0%

Name of Category:

Corporate Information Summar)vl

Apply following watermark to documents:

Draft

4.2 Delete a Category

To delete a category, highlight the category to be deleted and click Delete. The message
shown below will appear. Confirm the deletion by clicking Yes. X.

123 Front Street West, ¢
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Deleting Category X

The category "Corporate Information Summary”™ will be deleted.
Are you sure?

Yes Mo

4.3 Add a Category

To add a category, highlight where you wish the category to appear and click Add. The
following Add a Category window will appear. Enter the Name of Category and give it a
watermark if you wish. Click OK and your category will be added.

Sox]

Hame of Saparny

e Cawpon|

Ay fothcwen ) waletman 12 SOCUSenls

RS

4.4 Reset the Categories

To reset the categories back to default, click Reset and the message shown below will
appear. Click Yes to confirm the reset .

Reset Categories X

Are you sure you want reset categories to default values?

Yes Nao

4.5 Reorganize the Categories

To reorganize the categories, highlight the category you wish to move and drag and drop it to
the desired location.

4.6 Save Changes to the Categories

Once you have finished configuring your Virtual Minute Book categories, click OK to save
your changes.

Virtual Minute Book categories will appear in your new records once you have completed this
setup.

123 Front Street West, ¢
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5. Accessing the Virtual Minute Book Window

You can access the new Virtual Minute Book window by clicking  # Vitual Minute Book in the
Document Production tab, or clicking 2| on the top menu bar.

Virtuil Minute Book *
Cargrrw v L st s g e L Lt Mo D -
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6. Working with the Virtual Minute Book Window

The Virtual Minute Book window is where you set up the Virtual Minute Book before it can be
created/uploaded/shared using UnityC. From this window you have the ability to Add, Open,
Edit, Delete, and Move documents in categories. You also have the ability to Edit, Delete
and Add one-off registers for an individual record.
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6.1 Add a Document
To add documents to each category, highlight the category and click Add or DP Filer.

Adding documents with Add will open a File Explorer window in the record’s Doc folder.
Highlight the document to be added to the category. Double-click the document or click

Add Fies
Locel Dnk (C0 » TASTCO » DOCS YVEMMDO v & . J F
Craange Phss tetchen - | °
& Onediine Hews tiate macthud . . |
Q=l
B Tha PC i
e
30 Otyie
B 30 Ctyers Wi
B Oesttcp 0004 B!
§ Dzcuments 010MA B2
& Doemiiats 2010084 048 )
A AW
= oo
B e
| haivacs v « 5!
Fieneme | 2000008 0TH Al Files 1%

Adding documents with DP Filer will open the DP Filer. You can add documents to the Virtual
Minute Book in two ways with the DP Filer:

1. Click once on the document and then click Add or drag and drop the document from the
DP Filer to the white space beside the category.

Double-clicking the document in the DP Filer will open the document.

123 Front Street West, Suit
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i+ DP Filer
Fe D M [}

c\fastcoldocswmbdemo
FILE NAME | DESCRIPTION
201008a.b11 by-law no. 1 (general business by-law) e

201008a.b12  by-law no. 2 (borrowing by-law) effective
201008a.mb  minute book documents effective Oct 08

201008a.0th  miscellaneous non-minute book docum

“ I:Iose

The following message appears: Are you sure you want to add 1 file(s) to category
‘Corporate Summary’? Click Yes to add the file.

Adding Files X

Are you sure you want to add 1 file(s) to category
“Corporate Summary™?

Yes No

If you are adding a Word document, it will be automatically converted to PDF. When the
document has been added, the Document Information window will appear where you enter
a description and an effective date. If you enter the Document Description and Effective Date,
this information will appear on the Table of Contents when the Virtual Minute Book is created.
If you do not enter the Document Description and Effective Date, the File Name will appear in
the Table of Contents.

- O X

File Mame: 2010084 OTH pal

Document Desaription: Corperasen informaton Summary

Effective Date T

- -

6.2 Open a Document

Once a document has been added to a category, view the document click Open. If the
category has been set up with a watermark, the watermark will be appended to the
document. The following message will appear briefly before your document is opened:

123 Front Street West, Suite 700, Toronto, ON M5) 2M2
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Appending Watermark

6.3 Edit Document Information

To edit the document description and effective date, click Edit. Click OK to save the
document information.

- ox

File Namo: 2010084 B2 paf

Document Descreson: |

Effoctve Date:  / / n

o -

6.4 Delete a Document

To delete a document in any category, highlight the document to be deleted and click Delete.
The following confirmation window will appear. Click Yes to delete the document in the

category.

Deleting Files X

Are you sure you want to delete 1 file(s) in category
"Articles of Incorporation (and any other Articles of the company)™?

Yes Mo

6.5 Move a Document to Another Category

If you have added a document to the wrong category, you can move it to another category in
two ways:

1. Drag and Drop: The easiest way to move a document to another category is to
highlight the document and drag it into another category.

2. Move to: Highlight the document and click Move To. The following Select
Category window will appear. Select the required category from the dropdown
menu. Click OK to move the document.

inquiries@doprocess.com




DoProcess

Practice Made Perfect

Select Category N

Selectthe destination category:

Corporate Summary

6.6 Edit Categories in a Record

You have the ability to edit, delete and add categories in an individual record similar to the
initial setup outlined in Section 4 above. This is useful if one corporation has a one-off
category not used by other corporations.

Lawgeon A v File Ravs Docsrwet Descngeen Thecym Den L st Unedtzzner Duw s

P PN A — e F DIRECTORS AEGATEN  Deectarn Reginied oot 1NN 0t ) pm Uy
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Mombars Reputer

SOQONOANS Regianier

Sharatoloers Leajey

Owmevaig Me0os i1 fona

e Daoshw Regusw

£
Openy Em -ar oF Frer L t Creats Vg
Sewn
— & Unityc Uzoes W3 Thars DocereTn Uped Autt

7. Adding Individual Registers or Ledgers to VMB
Automatically

You can add any register or ledger from the Forms & Registers tab automatically to the
Virtually Minute Book. Open any register or ledger. Click ® in the register or ledger window.

123 Front Street West, Suite 700, Toronto, ON M5] 2M2
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2%» Fast Company® Records Edit View Goto

VMBDEMO e

E m @ E ‘ZManualEntry

DATE DATE
NAME OF DIRECTOR ELECTED |RESIGMED

ATLEIGH REEECCA HEMDRIES Qct 8, 2020
H 4888 King Road
ing, Ontario LM 1M1

ODEAN HEMDRIE Oct 8, 2020
24 Wiendale Crescent
eswick, Ontario L4P 4C4

Clicking ™ will create the register or ledger. The following message will appear:

.

Creating Directors Register

Once the register or ledger has been created, it will be added to the Virtual Minute Book in
the corresponding category associated with that register or ledger. The following message will
appearing indicating that the register or ledger has been successfully placed into the Virtual
Minute Book and indicating which category. Click OK to close this window. You will then see
this register or ledger in the appropriate category in the minute book.

Virtual Minute Book x

The register has been successfully placed in Virtual Minute Book.
Category "Directors Register™.

Note: Existing registers or ledgers will be replaced with the newly created and uploaded
version in the Virtual Minute Book.

8. Batch Export to VMB Automatically

On the Forms & Registers tab you will see Batch Export to VMB .

123 Front Street West, Suite 700, Toronto, ON M5] 2M2
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| WDirectors
v | Officers Register
v | Members Register X X
) [~ Show Employee/Consultant & Accredited Investor (edit from

v | Shareholders Register ¥ Show address of shareholder
v | Shareholders Ledger (ledgers maodified Oct 8, 2020 only) - . )
¥ | Shareholders Ledger (all shareholders) i el REgHER R e
v | Share Transfer Register I W] Batch Export to WME
v | Stated Capital

= m Erowse POF Folder
¥ | Ownership Interest in Land Register [~ Show PINs, Legal Descriptions and Roll Mumbers
¥ | Individuals with Significant Control Register

When the Batch Export to VMB is clicked, the following Select Register(s) and or
Ledger(s) window will appear. You are able to select one, many, or all registers or ledgers
and export them to the Virtual Minute Book by clicking Export.

Select Register(s) and or Ledger(s) X
Document Destination VMB Category

V Directors Register Direclors Register

W Officers Register Oficers Rogster

W Sharsholcers Register Sharsholders Regiaser

W Snharenolders Ledger (current changes only) Sharsholders Ledgers

¥ Snhareholders Ledger (all shareholders) Shasholders Leogss

W Share Transter Registar Share Transfer Ragestar

W Dwnership on Land Register Ownanship interest in land

-

=n

The following message will appear as each register or ledger is created.

Please wailit... X

Creating Directors Register

Once all registers and ledgers have been created, the following Export to Virtual Minute
Book window appears showing a list of all registers or ledgers that have been successfully
added and to which category they were added. Click OK to close this window. You are now
able to see the registers and ledgers in their corresponding category in the Virtual Minute
Book window.

416.322.6111 1.866.3 06 inquiries@doprocess.com
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Export to Virtual Minute Book X

DIRECTORS REGISTER.pdf successfully added to the category "Directors Register”

OFFICERS REGISTER.pdf successfully added to the category "Officers Register”

SHAREHOLDERS REGISTER.pdf successfully added to the category "Shareholders Register”
SHAREHOLDERS LEDGER (Current). pdf successfully added to the category “Shareholders Ledgers”
SHAREHOLDERS LEDGER. pdf successfully added to the category "Shareholders Ledgers”™

SHARE TRAMSFER REGISTER. pdf successfully added to the category "Share Transfer Register”
OWMNERSHIF INTEREST IM LAND. pdf successfully added to the category "Ownership interest in land™

Note: The ability to automatically add registers and ledgers to the Virtual Minute Book is the
reason why these category names are not editable from default configuration or on the
Virtual Minute Book window. Changing the names of these categories will cause the automatic
upload to the category not to work as outlined in “Section 7 Adding Individual Registers or
Ledgers to VMB Automatically”.

Note: Existing registers or ledgers will be replaced with the newly created and uploaded
version in the Virtual Minute Book.

9. Creating the Virtual Minute Book

Now that you have set up the Virtual Minute Book by adding the documents to their
corresponding categories, you are ready to create the Virtual Minute Book by clicking Create
VMB. The following message will appear to indicate that your Virtual Minute Book is being
created. Depending on the size of the Virtual Minute Book, this may take some time.

»

Creating Virtual Minute Book

Once your Virtual Minute Book has been created, a PDF version will open. The Virtual Minute
Book will include a professional-looking cover page and a table of contents. The cover page
will include the name of the corporation, the heading “Virtual Minute Book” and the date the
Virtual Minute Book was created. Your law firm information will appear on the cover page as
“Prepared By”.

123 Front Street West, Suite 700, Toronto, ON M5) 2M2
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Ryleigh’s Flowers Inc.

nua Minute Book

Cover page example.

Note: Ryleigh’s Flowers Inc. is not a valid corporation but for demonstration purposes only.

In the table of contents you can click on any category or document and will be taken to that
document in the minute book.

TABLE OF CONTENTS

1 ARTICLES OF INCORPORATION (AND ANY OTHER ARTICLES OF THE
QOMPANY) )
1.1 OBCA Form 1 - Asclens of baccrporsion POF

2 BY.LAWS OF THE COMPANY 18
21 RyLawt 1"
2.2 Byan )
2.3 test reupions A1
24 ot e

3 MENUTES OF THE D¥RECTORS AND SHAREMOLDERS

MEETINGSRESOLUTIONS 42
3.1 Initial Roschuncos 43

4 DEECTORS SLGSTER A7
4 1 Dyectors Rugisier an

& OFFICERS REGIETER 44
5.1 Ofoers FRegetor )

& SHAREMCCLDERE REGSTER 51
51 SWAREMOLDERS REGISTER pat a2

} SARE CERYTWFICATES 2
7.1 Abax Novaiy St Cantficatn gt .

& MSCELLANEOUS 55
5.1 Irvtial Notoo 50

Table of contents example.

123 Front Street West, Suite 700, Toronto, ON M5) 2M2
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Note: Each time you make a change to the minute book, you will have to recreate the
minute book.

The next time you click Create VMB, you will have the option to Create New VMB, Open
Existing VMB, Delete Existing VMB or Open VMB File Location.

Create New VMB
Open Existing VMB
Delete Existing VMB

Open VMB File Location

10. Uploading VMB to UnityC

Now that you have successfully created the Virtual Minute Book, you are able to upload the
VMB to the UnityC platform. UnityC is where shared documents will be securely stored. All
functionality in the UnityC platform is available in Fast Company for law firms that do not use
our real estate application, Unity®, for their real estate files. For law firms that have been set
up on Unity, see Section 16 below for additional Unity functionality.

To upload the Virtual Minute Book, click Upload VMB.

R T

< UnityC [ i s bn | amatvan o

The following message appears: You are about to upload the PDF version of Virtual

Minute Book to UnityC. Are you sure? Click Yes to upload the PDF of the Virtual Minute
Book.

123 Front Street West, Suite 700, Toronto, ON M5) 2M2
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Share to UnityC X

You are just about to upload the PDF version of Virtual Minute Book to UnityC.
Are you sure?

The following UnityC connection window will appear and will show the status as ‘Done’ once
the upload has been completed. Click Close.
[UnayC commection

A

4 UnityC

[09:55:57:260] UnityC conmection

Get token..
Please walt..

] Done

A Uplcading file: WwuoMo_wit,paf ...
1565 | \PEQEMO WD, pdf) StatusiUPLOADED; Id:1209582

| o=

NOTE: The maximum file size for a Virtual Minute Book pdf is 250 MB. If your Virtual
Minute Book is larger than 250 MB, you will receive a timeout error after 10 minutes.
If this happens, please contact DoProcess Customer Service at
inquiries@doprocess.com or 1-866-367-7648 to report the timeout issue.

11. Uploading Individual Documents

Often firms are asked to provide one-off documents such as Directors and Officers Registers
to bank officials or accountants. To upload a single document, go to the category with the
document to be uploaded, right click on the document, and click Upload.

inquiries@doprocess.com
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The following message will appear: You are about to upload selected files to UnityC. Are
you sure? Click Yes to upload the document.

Share to UnityC X

You are just about to upload the PDF version of Virtual Minute Book to UnityC.
Are you sure?

You will be presented with the same UnityC connection upload page similar to uploading the
Virtual Minute Book. Once the status has changed to ‘Done’, click Close.

Uity C conmection

[19:31:53:316] LaltyC commection
[10:41:34:522] Get token.
[10:41:54:423] Plesse walt...
| [19:42:03:139] Done
[19:42:03:300] Uploading flle: 2G1035.MS.pdf ...
3 EES] ZRIAEA 1. pdf; Status:UPLOADID; 1d:1209796
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12. Updating the Virtual Minute Book

When you update the contents of the VMB and click Upload VMB or Share Documents, the
newest version of the VMB will automatically be updated in UnityC.

If you have added or deleted documents in the Virtual Minute Book window and click
Upload VMB the following message will appear.

_Error | x

@ Amendments have been made to the Virtual Minute Book.
Please re-create Virtual Minute Book before uploading.

Click OK and Create VMB. After the Virtual Minute Book has been re-created click
Upload VMB.

13. Share Documents

Now that you have uploaded your documents to UnityC, you are able to share documents
with clients, bank officials, accountants, or other parties. To do so, click Share Documents.
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When Share Documents is clicked, the following Share Documents window will appear.

The Share Documents window will display the names of all principals from Tab Q, an email
section, and an Uploaded documents section.
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13.1 Share Documents with a Principal

The Principals section displays all principals associated with the record and is populated
from Tab Q. If a principal has an email address entered in their principal record, a green
checkmark will appear next to the name.

Note: You have the ability to enter an email address manually if one is not saved to the
principal record.
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13.2 Setup Email Content Below

When you double-click any principal, that person’s email address and salutation will be
displayed in the Setup email content below of the Share Documents window. To share a
document with an individual (i.e. bank official, accountant, etc.) manually enter the email
address and salutation in the Setup email content below section.

The body of the email section is editable.
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13.3 Uploaded Documents

The Uploaded documents section displays all documents that have been uploaded to
UnityC. Select one or many documents to be shared with the principal or individual.
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13.4 Send Email

Once you have selected the principal with whom to share documents, set up the email
content, and selected documents to share, you can send an email to the principal by clicking
Send.

-ox
ragan
=1 TalsfslalonTnl et an [ ai [ contace |
v r
v v
AN S A Upnwovd focrsents - ey
T P NG Resa Can Ir = 7] |
Caw | L » ey
ey
Mremwt Cew awilieswn nsed
Suact TOMOYS Fomies S - Cis P 103 AD0EN) ® o Lok
e Jionenr
IR A B SO ~ 5 o [ wesocusis M. pat sy
ETETRE o 350w ETLEAON PN SeRR e w7 ] 206ee88.00 1200208
Phoms ok on B ik Setw % Eeas e ah et Socorvmdt W jed Aam set eIt O} orercens neanarmm, ol kmassy
1w per e
Tamgme Cetast S ‘ e

When you click Send, your default email will be displayed with an email to the principal. This
email will include a unique link to UnityC for that principal. Send the email to the principal.
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Note: Even if you are sharing documents with more than one principal or individual, you are

required to send one email per principal or individual as each party will receive a unique link
to UnityC.
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13.5 Email Templates

You have the ability to add, delete or edit email templates. With this functionality you will be
able to create email templates that can be retrieved and used when sharing a document or
Virtual Minute Book.

To access the Edit Email Template window, click =,
-ax
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The Edit Email Template window opens. In this window you have the option to Add,
Delete, Save Template, or Save Template as.
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To add a template, click Add. The Create Template window will appear. Enter the name of
the template and click OK.

416.322.6111 1.8006.56 - 06 OProcess.com




6} DoProcess

Practice Made Perfect

Create template >

Please enter new template name:

Mew Template 1
QK I Cancel

Your template’s name will be displayed in the templates section. Enter the email template
content in the panel and click Save Template.
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To delete a template, highlight the template to be deleted and click Del. The following
warning message will appear. Click OK and the template will be deleted.

Warning! >

Do you wish to delete the template
Mew Template_1

0K I Cancel

To copy a template, highlight the template to be copied and click Save Template as. The
Save template window will appear. Enter a new template name and click OK. Your copy’s
template name and contents will appear in the list of templates. You can amend or update
the content. To save the new content for the copied template, click Save Template.
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If you navigate to any other template, the following message will appear indicating that the
template has been modified and confirming if you would like to save the template. Click Yes
to save the template.

Warning| x

i h Template updated VMEZ has been modified, Save?

Yes Mo Cancel

14. Revoking a Shared Document from Fast Company

If at any point you wish to revoke shared access to a Virtual Minute book or document, click
Revoke.
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The Revoke Documents window will appear. From this window you are able to see the
name/email addresses of all recipients of the shared document, the filename, Description and
Date Last Accessed.

To revoke all documents click = beside the name of the recipient and click Revoke All

Documents. To revoke individual documents click = beside the individual
Filename/document name and click Revoke This Document.
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The following Revoke Documents email window will appear with a message to the recipient
“Access to the following document has been withdrawn. It will no longer be available for your
review. <NAME OF DOCUMENT.pdf>".

When you click Revoke the email will be sent to the recipient.
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NOTE: The email template feature is available in this window. Refer to “13.5 Email
Templates” on page 23 for instructions.

15. UnityC Credentials

When the principals or individuals receive your email, they should click on the link provided to
be taken to the UnityC application. If they have never accessed UnityC before, they will
create their UnityC credentials by entering their first name and last name, confirming their
email, and creating a password.

Note: Password requirements will be shown if the selected password does not meet them.
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Reglster

Once they have created their UnityC credentials they will have access to corporate matters
and documents shared with them by your firm.

Note: You are able to share many corporations and documents with any principal or
individual.

When the principal or individual logs into their UnityC account they will see the name of the
corporation under the Description header.

Jodean Hendrie

Your Files N\ orrtzrinatre St

When the principal or individual opens a corporate file, they will see all documents shared
with them for that corporation.
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Unity‘i Jodean Hendrie

Your Secire Cosnection 1o Carmdian Law Ofons

N > Ryleigh's Checokees Lonpor >

DPSL ONtario Law Firm

Ryleigh's Chocolales Corporation

Shared Document{s)

File Name Dascootion Dats
DIRECTORS REGISTER patf Now Oct 18,2020
OFFICERS REGISTER pdt Oct 16, 2020
VIVEDEMO_ VMEB pat dew ct 18, 2020

When the principal or individual clicks on a shared document, it will be downloaded and
opened as a PDF in a separate browser window.
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16. Existing Unity Users

If your firm is using Unity for your real estate matters, you will have access to Remote Fast
Company (RFC) type matters in Unity along with purchase, sale, and mortgage matters.

1 Type  Matier Varrer ML Lrwe 26 sin'Dasirpoen Lawywr Law Cleed  Clostrg Duns Last Wpdated ~

16.1 RFC Matters Created in Unity

When you open any RFC matter, you will see limited data to create this Fast Company record
in Unity. Data from Fast Company will be imported into the RFC matter when documents are
uploaded.
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16.2 Filter Matter Type

To Filter RFC matter types, click on Show Filters
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16.3 Search for RFC Matter

To search for an RFC matter, enter the Matter No. or the first 7 characters of the corporate name in the
Matter No., Matter Re: Line, Address/Description box. A list of matters will appear. Click on the matter
to open.
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16.4 Matter Documents Tab

When you click on Matter Documents, you will see all documents uploaded to Unity. When

you click on = beside any document, you will be able to Open, Copy Location to
Clipboard, Copy, Delete or Rename the document.
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16.5 Shared Documents Tab

When you click the Shared Documents tab, you will see the name of the Recipient,
Filename of the document shared with the recipient, Description, and the Date Last Accessed.
You can expand the list by clicking on ®* or collapse the list by clicking on ='. You can open
the document by clicking on the document filename. A PDF of the document will be
downloaded and will appear in a separate browser window.

) e :
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Matter Documents

Mollas Dessvmets

16.6 Revoking a Shared Document from Unity

From the Shared Documents screen, you have the ability to revoke a shared document by
clicking on = and Revoke This Document.
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The Revoking Documents window will appear with a message to the recipient advising that
their access to the following document has been withdrawn and they will no longer be able to
view the document.

Hervuhing Docarmanits

Metzage Pracntars

When the Revoke button is clicked, the recipient will receive an email advising that access to
the shared document has been withdrawn.
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