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1. Introduction

Individuals and Organisations all over the world use the VirtualCabinet
Client Portal to exchange documents and information quickly and securely
with their customers, suppliers and contacts.

This document is intended to assist those who have been sent documents or
information via the Portal.

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 document, you must activate your account.

The email notification steps you through this process.

Simply read through the instructions in the email, and click the link within the email
titled “Click on this link”:

Dear Sir/Madam,
from Kennas has sent you a secure document that requires your attention.

This email has been sent to which is the address you should
use when logging in. Please do not reply to this email. This mailbox is not monitored and you

will not receive a response.
This document will be available in the Portal for 29 days and 23 hours.

The Portal is a secure and audited document distribution and management system used by
Kennas 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:

Click on this link to activate your new account. You will see your document after
you ‘ve set up your account.

www.kennas.com / A history of shaping financial success

bin



After clicking the link, you will be directed to a secure Activate your account page
on the Virtual Cabinet Portal website.

A History of Shaping Financial Success H A History of Shaping Financial Success

Activate your account: Step 1 of 2 Activate your account: Step 2 of 2 Almost done..

LOGIN DETAILS PERSONAL DETAILS

Title

Mr, Mrs, etc...
Welcome to our secure portal
First name

Your first name
Our portal allows us to communicate with you efficiently and securely
Last name
You need 1o create your own password and activate your account before you can access the

Your last name
information we have sent you.

Country
Email address
United Kingdom v
6]
Telephone number
Password
+44  Your telephone number
Your new password ®
Mobile number
+44  Your mobile number
Confirm your new passwerd ®

[ 1 agree 10 the use of cookies on this device to enhance my experience. Cookie Policy.

[ I agree 1o the Terms & Conditions and Privacy Policy

About our portal . .
Anoutour portal [ | agree 1o receive marketing emails for services that may be of interest 10 me

Activate account

Please complete the activation process as instructed.
Once you have completed this, please click “Activate account”.

Once you have clicked “Activate account”, you will 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:
https://www.virtualcabinetportal.com/MyPortal/Login

Simply type in your Email address and Password that you used to activate your account and click the “Log In”
button.

You can tick the box to remember your password if you wish.
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https://www.virtualcabinetportal.com/MyPortal/Login

3. Forgotten Password

You may now access your Portal Account at any time from any device using
a web browser and navigating to the following page:

https://www.virtualcabinetportal.com/MyPortal/Login
And click the “Having problems?” link.

Once you have clicked the link, you will be presented with a page asking for your email address
so that the VirtualCabinet Portal can send a password request link to you.

A History of Shaping Financial Success

|

Access Account
Enter the email address associated with your account. We'll send you a link to reset your password or
activate your account if you have not already done so.

Email address

Has your email changed? If you no longer use the email associated with your Virtual Cabinet ® Portal
account, you may contact Customer Service for help with restoring access to your account.

You will then be presented with a page explaining that the password reset request has been
entered and that you will receive an email shortly:
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Access Account

Check your email inbox.

We've sent an email with a password reset link to nathansuzietitmus@yahoo.com (if that address is
registered with us).

If you do not receive an email shortly, and have checked your spam folder, an account does not exist
for the email address you entered. Please check the original notification email you received as it
contains the email address you need to use to access your document(s).

Important: The link will only be valid for a limited time so please make sure that you create your new
password as soon as you receive the email.
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Check your email inbox for the email sent by the Portal. Once you receive
the email click the “Reset my password” link within it.

You will be redirected to a secure web page on the virtualcabinetportal.com website.

CHARTERED ACCOUNTANTS
BUSINESS & TAXATION CONSULTANTS
FINANCIAL PLANNERS

Dear

A password reset request has been received for vour Portal Account. Please click the link

below to reset your password.
Reset my password

This email has been sent to which is the address you should
use when logging into the Portal. Please do not reply to this email. This mailbox is not
monitored and you will not receive a response.

Thank you

If you believe you have received this email in error, please notify the sender accordingly using the contact
information above and delete this email Do not reply to this message

You will now be able to see the password reset page, allowing you to type in your new password for
your Virtual Cabinet Portal account.

Ensure you follow the instructions, and click the “Save Changes"” button once you are finished:

[E . A History of Shaping Financial Success

Reset your password

New password

Enter a new password ®

Confirm your new password ®

Save Changes
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Once your password has been reset, please click the link titled “Login” button to
open up the login page where you can log into Virtual Cabinet Portal with your
new credentials:

g | A History of Shaping Financial Success
£

Reset your password

Your password has been successfully reset

4. Digital Document Signing

After clicking the link in the notification email you'll receive - and signing in -you will see the document.
An example document is shown below:

PART A Electronic Lodgment Declaration (Form I

This declaration is to be completed where a taxpayer elects to use an approved ATO electronic channel.
It is the responsibility of the taxpayer to retain this declaration for a period of five years after the declaration
is made, penalties may apply for failure to do so.

Privas

The ATO is authorised by the Taxation Administration Act 1953 to request your tax file number (TFN). We will use your TFN to
identify you in our records. It Is not an offence not to provide your TFN. However, you cannot lodge your income lax form electronically
if you do not quote your TFN.

Taxation law authorises the ATO to collect information and to disclose it to other government agencies.
For information about your privacy go to ato.gov aulprivacy

Electronic funds transfer - direct debit
Where you have requested an EFT direct debit some of your details will be provided to your financial institution and the Tax
Office's sponsor bank to facilitate the payment of your taxation liability from your nominated account,

Tax File Numberl N ‘ Year

Name [ |

Total Income Total Total
5 T CA—
or Loss L3 Tax Offsets
Total Tax Total Taxable
Wil ] cedsp ] TN 9

Declaration

| declare that:

= the information provided to my registered tax agent for the preparation of this tax return, including any applicable schedules
Is true and correct, and

- the agent is authorised to lodge this tax return.

Important: The tax law imposes heavy penalties for giving false or misleading information.

= | +EIEIEI[~[8
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To sign the document simply click the sign button at the top of the document.

This will show a screen giving information about the signature and,if permitted
by the publishing company, an area to add an optional message:

Signing Statement

By electronically signing this document, |
acknowledge this is the equivalent of providing a
written signature on a hardcopy document.

Message

Type an optional message that will also be added
to the signed document.

Your Signature

Your signature will contain

v information that identifies you
~" any message you have entered above
~" your current I.P. address (103.113.1.251)

m pance

Thanks!

You have successfully signed the document TEST

ELD.

What next?

Download a copy

Show me everything
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5. Manual Document Signing

After clicking the link in the notification email you'll receive - and signing in -you will
see the document. An example document is shown below:

1 Apps EJP INTaneT @y 1Ime dearcnes P KECKON LOCs Unine 13X o1 ACCounTIng WIarKeTng Fersonal g ReNNas LNarered A.. | LEpartment of Agrh. @@ 1ITEs UTTICE Name.. »

VC Portal Account Creation Document b4

Hello, you have successfilly logged mto your Virtual Cabinet portal account.

Messages

@ XXXX

I C Portal Account Creation Document
Today

Add a message

Documents (1) ~ 4]

I VC Portal Account Creation D... o

Declined

RRREO)

To download and print the document, select the document you wish to print from the left side of the
screen. You will see a preview of the document on your screen.

To download, select this icon at the bottom of your screen

This will download the document ready for you to print, sign and save to your device if you wish.

(Internet Explorer will prompt you to open the document, Google Chrome will appear as a pop up at the
bottom of your screen).
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6. Sending Documents

Once you have an account with the portal you can send a document at any time
via the portal main page (after logging in).

This is located under the COMPOSE box:

i

COMPOSE

All
I Today
This week

This month

Select Compose, type a message in the box provided and attach the documents you wish to
send via the secure portal.

To attach files you can drag documents from the file in which they are stored on your

computer, or click the box under Documents and this will open a page where you can select
where these documents are stored. Click Send.

To:

Message

Type an optional message..

Documents

Cancel
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7. Authenticating your Device & Browser

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.

Signing a document needs to be a highly secure process, so we need to be assure as possible that
your Portal Account has not been compromised.

When you are asked to sign a document, the email notification you receive will say so, and the Sign
and Decline buttons will appear when you access the document in the Portal.

® = ENE

[<] B ]
- S— L = ABEHEH"’MR |
L cfasset EEssEENEEREE
- CF Asset Finance Limited
Captal House, Amyrham Foad. Beshop's Stortford, Herts CM23 STT (“the Lenaer”)

COMMERCIAL LOAN AGREEMENT

BORROWER S DETAILS

o ) crrm o

-

Camary Ay

FOUED RATE LOAN

TS — N

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.

Security Check
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When you open the authentication email, there will be a link that you need
to click 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.

Dear Mr Somewhere,
The Virtual Cabinet® Portal is a secure document distribution and management system.

In order to process documents and action them (sign, reject etc.), each device and web browser you
use miust be authenticated.

You have been sent this e-mail because you have attempted to sign or reject a document on a new
device for the first time.

Please open this e-mail using the device on which you are using the portal and click on the
following link, or alternatively, copy and paste the link into the web browser s address bar:

[Turl=%2f rtal% A

Please note that the link will be valid for the next five days, after which you will need to request
another browsei authentication e-mad.

Thank you

The Virtual Cabinet® Portal Team

The link will take you to a Virtual Cabinet webpage where you can specify if this device is for private use, or is a shared
device.

Select the appropriate option.

Device Privacy

This browser has been successfully authenticated, please select a privacy option

This device is private

This device is public

Or

You will then be allowed to continue with the singing process. A pop-up will be presented asking if you would like to
add a message to the document you are signing.

Feel free to create a message, and click the “Sign” button to sign and send the document:
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Feel free to create a message, and click the “Sign” button to sign
and send the document:

Signing Statement

Your Signature

Once you have clicked this, you will receive a pop-up message stating that the document has been signed
and returned.

8. 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.
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> 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.

9. Instructional Video's

Click on the links below to access instructional video's to assist with using the Virtual Cabinet Secure

Client Portal.

Activating your account (for first time users)

Viewing & Signing Documents

Authenticating device/browser (first time signing or on a new device/browser

Resetting your password

If you have any further issues with Portal documents, please contact us for assistance.

Darren Smith
Partner / Director

Chartered Accountant and
Business Improvement Specialist

07 4924 9100
darrensmith@kennas.com

FOR MORE INFORMATION Contact

Helen Warnock
Partner / Director

Chartered Accountant and
AgriBusiness Specialist

07 4924 9100
helenwarnock@kennas.com
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Andrew Landsberg
Partner / Director

Chartered Accountant and
AgriBusiness Specialist

07 4924 9100
andrewlandsberg@kennas.com
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Naeema McDonald
Partner / Director

Chartered Accountant and
SMSF Specialist

07 4924 9100
naeemamcdonald@kennas.com

Peter Shonhan
Partner / Director

Chartered Accountant and
Business Improvement Specialist
07 4924 9100
petershonhan@kennas.com


https://www.youtube.com/watch?v=0OiqeqpKoU0
https://www.youtube.com/watch?v=0ZaB4SnBEwo
https://www.youtube.com/watch?v=v04w-hE_90Y
https://www.youtube.com/watch?v=amZjlm3SBYw



