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1. Welcome to Portal by BGL

1.1 Overview of Portal by BGL

Portal is a web based document delivery, data access and client collaboration tool that is
fully integrated with your CAS and Simple Fund software.

Portal streamlines the flow of information to your client and removes the need for

you to post or email documents. Through its unique end to end paperless document delivery,
retrieval and reminder system, Portal automatically delivers documents direct to your client via
the web, reminds your client to process the document, informs you when your client has
processed the document and automatically updates your BGL software document

tracking and management systems for all stages of document processing. It also provides the
ability for you to digital sign using BGL smart sign technology.

For more information about Portal by BGL, visit Portal by BGL on our website or contact
BGL Sales on 1300 654 401.

Getting started with Portal by BGL is very simple and easy. There is no need to have a degree
in Network engineering or even have experience with running Internet Servers. You simply
need to install the Data Connector from BGL and input a username and password into
Simple Fund or CAS software. Please read the Getting started with Portal section for further
information.

Instructional videos of Portal can also be viewed and shared with your clients:
How to log into Portal
http://vimeo.com/41529893

How to view documents in Portal
http://vimeo.com/41545672

How to upload document to Portal
http://vimeo.com/41545806

How to Digitally Sign documents in Portal
http://vimeo.com/41742711

1.2 Portal by BGL - Data Connector MINIMUM
Requirements

« Simple Fund Version 2011.2 or later

« CAS Version 2012.0 or later

* 1 GHz 32-bit (x86) Processor

* Windows XP, Windows Vista, Windows 7, Windows Server 2003 or 2008
* 2 GB of system memory

« 20 GB hard drive with at least 15 GB of available space

< Internet access (fees may apply)
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1.3 Portal by BGL - Supported Browsers

Portal by BGL has been tested to work on the following web browsers:
Internet Explorer 7.0 or later

Firefox 3.5 or later

Google Chrome 8.0 or later

Apple Safari for Mac

Internet Explorer 6.0, Apple Safari for Windows and any browsers are not currently supported
so pages may display incorrectly if you are using these browsers.

2. Getting started with Portal

To set up Portal for your clients, complete the following four simple steps.

Step 1: You would have received a welcome email from Portal by BGL containing a username
and password. Login to Portal nrre://BcLPorTAL.cOM.AU/ and enter the credentials from the email.

The next step is to add companies and other client entities .

You can add companies and other entities directly on Portal — using Step 2 or jump to Step 3 if
you want to connect your CAS software to Portal and add companies using the data connector

Step 2 Add Companies - Quick Setup
You can begin to add companies and other entities like partnerships and trusts directly on Portal
using the Add Entity Function Sez 8.2 Grip View — Apbbing an Entity .

Step 3 — Add Companies from CAS using Data Connector

If you are a CAS or Simple Fund client, you can use the Data Connector to push data securely
from your CAS Installation. To do this Install the Data Connector application. Click here for
instructions on how to set up the Data Connector.

Once Data Connector is installed open CAS software and select the companies you want to
submit to the Portal. Click here for instructions on how to select companies you want to submit to
the Portal.

Step 4: Once your companies and entities (step 2 or 3)have been added to the Portal. Log into
the portal using the Portal administration account provided to you by BGL and begin inviting
users. Click here for instructions on how to invite users to the Portal.
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3. CAS Setup for Portal

The majority of Portal settings used to interact and communicate with the Portal, can be
configured directly from the CAS | Portal Settings screen.

&Note: For these settings to work, you will need a Portal Licence. If you are not a Portal
client and would like more information on the Portal, please follow this link:
http://bglcorp.com.au/products/portal/introduction

To access the Portal settings screen, from the Ribbon Toolbar, go to Portal and click on the
Portal Settings button.

4 O @

Documents  Partal Portal
and Forms Messages  Settings

Screen Prompts

The Portal Settings screen is broken down into four steps:

Step 1 - Settings

Step 2 - Select Companies

Step 3 - Portal Folder Setup
Step 4 - Portal Configuration

Each step must be completed in order for CAS to communicate with the Portal successfully.

Portal

by BGL.

7|Page


http://bglcorp.com.au/products/portal/introduction

Step 1 - Settings

Portal Settings

&d | 3 e

Enable Portal ?

Enable automated Portal messages 7
Message interval - number of minutes ?
Autematically select new companies to appear on Portal ?

Send Documents to Portal ?
Portal Login URL
Hide nofification when a new Portal message i received 7

BGL SmartSign (Digital Signature}
Alert

Second Alert

Send Portal invitation to new user 7

‘alidate email address for Form signatory ?
Validate email addresses for all signatories 7
‘Validate mobile phone number for Form signatory ?
Vahdate mobile phone number for all signatories 7

Text if document lodged manualy

Enable Portal?

Portal - CAS User Guide

| Step 2 - Select Companies | Step 3 - Portal Folder Setup i Step 4 -Portal Configuration

v = Send Departments

L

=

Automatically v Prompt

hitps. Mogipertal com.awlogin/

[14 days before v|

[T-days before J

v
v
v
v

"

This document needs to be lodged manually to ASIC. Please mamually sign the
document, and post it back to yowr agent

Please tick this check box so that CAS will be able to communicate with the Portal. If you want to
disable all communication between CAS and the Portal, simply untick this box.

Send Departments

By clicking on this icon CAS will send the department information to the Portal.

Enable automated Portal messages?

Ticking this box will display a message to CAS users that there are unread Portal Messages

based on the Message Interval input below.

Portal
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Message Interval - number of minutes?
This is the frequency (in minutes) the Data Connector will check for new messages to be sent or
received. It is recommended setting this to 1.

Automatically select new Companies to appear on Portal?
If this box is ticked, any new company that you create in CAS after this setting is saved, will
automatically have the Portal Client? box ticked in the Company Selection screen when

clicking JNew.

&

Jurisdiction | Anstralia =

Company Matme |EIGL TRAIMMG COMPANY PTY LTD |
Chineze Company

Marme | |
ACN or ARBN 141111114 | (%

Incorparation Dete 0101 11991 =
Portal Cliert 7 J'

Send Documents to Portal?

By default, Prompt will be selected. When this is selected, each time you 5Print or ﬂ‘é’l Export a
document, the following message will display:

Whauld wau like ko send these documentsrepaorts ko the Parkal 7

You can then click Yes to send the document to Portal. Click No to cancel.

If you do not want this confirmation message to appear every time you push a document to
Portal, you can select Automatic. CAS will then directly send the document to Portal without any
confirmation pop up.

Portal Login URL
Please enter your Portal URL Login provided in your welcome email.

Hide notification when a new Portal message is received?
If this box is ticked, no notification will pop up when a new Portal message is received in CAS.

Portal
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BGL SmartSign (Digital Signature)

When documents are sent to Portal for your clients to sign, you can set up alerts in CAS so that a
reminder will be sent to these clients based on the number of days selected below.

Alert

Select a number of days from the drop-down list when the alert will be sent.

Second Alert

You have also the option to send a second alert by selecting a number of days from the drop-
down list. This option will only be enabled if a number of days has been selected next to Alert
above.

Send Portal Invitation to New User
Ticking this box will send a Portal Invitation to the signatory(s) if they are not Portal Users.

Note: An email address needs to be attached to the signatory under Other Details for the
invitation to be sent.

Name | Address | Birth Details DtherDetaiIlehecklisls

TFR 99999399

=[P
A8 -
AR ARERN
Foreign Co. ba.
Pazsport  Ro

l=sued by

lssued On (4 F_ = x
Expires On |0 f_ = x
Telephone 1
Telephone 2
fdakilefZel o

Etmiil jionesE@bglcorp.com.au
Department

Validate email address for Form signatory ?
Ticking this box will check if there is an email address attached to the Form signatory only when
exporting documents from CAS.

An email address is required for the signatory to be able to sign documents electronically through
BGL SmartSign on Portal.

Validate email address for all signatories ?
Ticking this box will check if there is an email address attached to all the signatories when
exporting documents from CAS.
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by BGL.

10| Page



Portal - CAS User Guide

Validate mobile phone number for Form signatory ?
Ticking this box will check if there is a mobile phone number attached to the Form signatory only
when exporting documents from CAS.

Validate mobile phone number for all signatories ?
Ticking this box will check if there is a mobile phone number attached to all the signatories when
exporting documents from CAS.

Text if document lodged manually

If a document cannot be lodged electronically and needs to be manually lodged with ASIC, you
can enter the text you wish to use in the email sent to your Portal clients when such a document
is uploaded to Portal.

Step 2 - Select Companies

This screen allows you to select which companies you wish to display on Portal and communicate
with CAS.

Companies that are currently interacting with Portal will have Portal Access set to Yes. The total
number of companies that are enabled for Portal will be displayed on the top right hand corner.

Step 1 - Settings l Step 2 - Select Companies ] Step 3 - Portal Folder Setup Step 4 -Portal Configuration

: o s =N a Paortal Companies 2 510 .

e

Find 'dl | [dl show AN v
Company hame ACN Status Jurisdiction | Portal Access Department User
[ 123 TRAINKNG COMPANY PTY LTD 551 438 021 Trustee | Ausiralia STING DEPARTMENT SUPERVISOR USER1

] (W] 456 PTY LTD 550512402 |Trading | Australa STING DEPARTMENT TEST

[] ABC COMPANY PTY LTD 054 355243 Trading | Ausiralia Mo DEPARTMENT 1

[ ausTRALE COMPANY PTY LTD 551 433802  Trading | Australia Mo DEPARTMENT 2

[ BEST SOFTWARE PTYY LTD 000 454919 Trading  Ausiralia Mo DEPARTMENT 1

[[] BGL NOMINEES PTY LTD 054 355225  Trading | Australia Mo -)EPARTNENT ABC TEST
[ BGL TRAIMNG COMPANY PTY LTD  S50981 416 Trading | Australs Mo DEPARTMENT 2

[ cAS TRAINNMG COMPANY PTYLTD 111111114 Trustee | Australia Mo STING DEPARTWMENT

[J CORPORATE AFFARS PTY LTD 551 003564  Trading | Australia Mo PARTMENT ABC

[[] JEBEDIAH SFRINGFIELD PTY LTD 551 324639 Trading | Ausiralia No PARTMENT ABC

Portal Access

The Portal Access field is editable. You can click twice into the field and click " to select:

Yes - This option will display the company on Portal and you will now be able to communicate
with CAS.

No - This Company will not show on Portal. Changing the status from Yes to No will stop any
future communication with CAS and Portal.

Portal
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Update - If you make any changes under the Portal Settings screen, you need to change the
Portal Access setting to Update and click Save to send the changes to Portal.

You can change the Portal Access setting to Yes for multiple companies. You will need to tick

the box [ on the left hand side of the companies you want to enable for Portal and click the ey
icon. This will change the Portal Access from No to Yes.

If you want to change the Portal Access setting to No for multiple companies, you will need to
select the companies using the check the box and then click i,

Step 1 - Settings I Step 2 - Select Companies iStep 3 - Portal Folder Setup | Step 4-Portal Configuration

@y 2 B @

Find il show &N “

Company MName ACH Status Jurizdiction  Portal Access
23 TRAINIMNG COMPANY PTY LTD | 551 435 021 Trustee Auztralia Yes

epattment
ESTING DEPARTMEMNT

a6 PTY LTD 550 512 402 Trading Australia ESTING DEPARTMEMNT
BC COMPANY PTY LTD 034 325243 Trading Auztralia

USTRALLS COMPARY PTY LTD 951 433602 Trading Australia

| & €| €] =]

EST SOFTWARE PTY LTD 000 424 919 Trading Auztralia

You can order the company display list by clicking on one of the following headers:

e Company Name

« ACN
* Portal Access
e Status

e Jurisdiction
¢ Department
 User

Department

You can also attach a department and user(s) to any company from this screen.

The Department field is editable. You can click twice into the field and click ™ to choose a
department from the list. Portal Users can be attached to a Department. They will then be able to
view all the companies linked to that department.

Portal
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| Step 1 - Settings [Stap 2- Select Companies | Step 3 - Portal Folder Setup | Step 4-Portal Configuration |
g | B e
| Q@ show

Company Mame = Jurizdiction  Portal Access  Department Uszer
2 . i Yes TESTING DEPARTMENT  » SUPER
455 PTY LTD 550512402 | Trading Australia  Yes TESTING DERARTMEN

[ DEFT
ABC COMPARY PTY LTD 034 355 243 Trading Australia res

AUSTRALLA COMPARY PTY LTD 991 433802 Trading Australia res
BEZT SOFTWARE PTY LTD 000 454 919 Trading Australia res
[ BsL MOMIMEES PTY LTD 034 355 223 | Trading Australia Il

DEPARTMENT 2

[] BeL TRAIMNG COMPANY PTELTD 111111115 | Incomplete | Singapore Yes

User

You can also select to which user(s) you want to send a message whenever there is a change in
Portal, for example, if a document is uploaded in Portal, the selected user(s) will receive a
message in CAS to notify them of this.

To select user(s), click into the User field and click Qi.

A screen with all users will display and you can select the user(s) from there by ticking the box
next to the user(s).

Step 1 - Settings [inp!-ﬁdmﬂompm] Step 3 - Portal Folder Setup | Step 4 -Portal Configuration Click here to open the '

s : user selection screen.

Ee B e

Find | Q@ show | w \
Compary Mams Status  Jurisdiclion  Podal  Departmert Lser &

4 l:l JEBEDIAH SPRINGFELD PTY LTD

551 324839

Trading Mo DEPARTMENT ABC W
] CORPORATE AFFARS PTY LTD 551 003 564 Trading |Australa | No DEPARTMENT ABC
l:l ABC COMPANY PTY LTD 054 355 243 Trading  Australia No DEPARTMWENT 1
] AUSTRALIA COMPANY PTY LTD 551 433802  Trading  |Australia  |No DEPARTMENT 2

[ BEST SOFTWARE PTY LTD 000454918 Trading  Austrain| B0 H | @2
] CAS TRAMNG COMPANY PTY LTD 111111114 Trustee  Australia) piog | l ==
[] B6L TRAMNG COMPANY PTY LTD | S50981 416  Trading | Australia .
[ 123 TRAINING COMPANY PTYLTD 551 433021 Trustes  Australia | ¥
[J s pry LTD 550512402 | Trading | Austraia]| L) TEST
[ usert

[[] BGL NOMIMEES PTY LTD 054 355225 Trading  Australia |

Pushing Company Registers and Reports to Portal

To send company reports and registers to Portal, click a , this will open a new screen to allow
you to select the companies for which you want to push the Company Report and/or Register to
Portal. If you do not want to send these documents for a particular company, you can untick the
box to the left of that company.

Portal
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| Eae | e

Find

Click here to push the company
register/report for the selected companies.

o Company Register Company Report
» 23 TRAIMMNG COMPANY PTY LTD

458 PTY LTD

ABC COMPARY PTY LTD
ALSTRALLS COMPANY PTY LTD

BEST SOFTYWARE PTY LTD
BGL TRAINNG COMPANY PTE LTD

HEEEEEE
E E EEEEE

BGL TRAIMMNG COMPANY PTY LTD

Step 3 - Portal Folder Setup

When a document is exported to Portal, it will go to a specific folder in Portal. The default Master
Folder and Sub Folder will be specified here for each document. You can change the folder or
sub folder you want it to be exported to by clicking twice into the Master Folder and/or Sub
Folder. You have to select the Master Folder first and if you want the document to go to a Sub
Folder within the Master Folder, you can then specify a Sub Folder from the list.

| Step 1 - Settings | Step 2 - Select Companies [StepS—Pnrtal Fn]dei'Eetq::1 Step 4 -Portal Configuration |

Find Al A aurisdiction | Austraia -

Document Code  Document Name Master Folder Sub Folder

4 AGENT ACCOUNT STATEMENT —

AGENT LODGEMENT STATUS Annual Returns
AGENTS LODGEMENT PROGRAM Changes Documents
AMENDMENT TO LODGED DOCUMENT - NOT REQUISITIONED | Reaistrations

Step 1 - Settings | Step 2- Select Companies [Step 3 - Portal Folder Setup ] Step 4-Portal Configuration |

Find A/ @ Jurisdiction | Australia -

Document Code  Document Name Master Folder Sub Folder

’ AGENT ACCOUNT STATEMENT Other Documents
RAIS AGENT LODGEMENT STATUS Dividend Statements

Invoices

RA1D AGENTS LODGEMENT PROGRAM L atare
492 AMENDMENT TO LODGED DOCUMENT - NOT REQUISTIONED | Other Documents
902 AMENDMENT TO LODGED DOCUMENT - REQUISITIONED Changes Documents

Master Folders contain Sub Folders which can be used to organise your documents

Portal
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Annual Returns:
* Annual Return
e Other

Changes Documents:
e Address Changes
e Company Name Changes
e Officer Changes
e Other
e Shareholder Changes

Other Documents:
+ Dividend Statements
* Invoices

e Letters
« Other
* Reports

Step 4 - Portal Configuration

You will need to enter the configuration settings for Portal in Step 4. These details will be
provided to you by BGL when you purchase a Portal Licence.

Saving the changes

Make sure you click Save to apply any of the changes that you have made. If you click, ﬂ
Exit without saving, all the changes will be lost.

Portal
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4. Administration - General Setup

The General Setup page allows the agent to customise the appearance of Portal as well as
changing the global email templates and settings for all portal users.

4.1 Add your firm logo

You can add your firm logo in Portal and it will appear on the top left corner of your Portal
screen.

Click on the Administration | General Setup | Logo button. You can then choose your
image file by clicking on the Browse button. After you have selected the correct file, you
can then click on Add your company’s logo to upload the selected logo to Portal.

The Logo should be no larger than: Width 1300 x Height 800 in pixels.

The Logo will automatically be resized and proportioned to 400 x 133 pixels.

Lego Setup - BGL Test

0 Logo Setup

Click on the button below to select wour company logo from vour computer. The Logoe will automatically be resized and propotdioned to 00132 pe

|E:'Lc:nm|:uanylogu:u.gif |[ Browse.. ]

| Add your company's logo '

4.2 Firm Contact

You need to enter the contact details of the firm on this screen which will be used in emails
sent to your clients. To access the Firm Contact screen, click on Administration | General
Setup | Firm Contact.

Portal
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Firm Contact - BGL Test

Firrn Cortact Portal Functions

Firm Name displayed on Portal Return URL http fwneis bglcorp.com.au

BGL Test O Return URL

BGL Billing Email The Return URL iswhere Userswill be automatically redirected afterthey click Logout. The

Feturn url parameter must startwith "hitp®™ or "hitpsi®™, If thiz field iz left blank the uzerwill

portal@bgleorp.com.au be rediracted to the default lagin URL.

Ermail Settings Financial ear 201012011 b

LegalfTrading Hame in emails
Create Financial vear Folder

PORTAL TEST
Australian Buziness HumbenABN) O Crete Vear Folder
Selectthe Financial Wear from the drop-down menu and then clidi the Create Financial
“ear Folder. Thizwill create a vear Folder farthe Financial year dizplayed for ALL funds.
Client Contact Email Time Zone Canberra, Melboure, Sydney hd

portal@bgloorp.com.au

FPhone D=ta Connector

039530 GO7Y Cata Connector Status Ched Period 10 minutes d
Fax No. Notification Email Address portal@balcorp.com.au

03 9530 6964 Data Connector Status Running

Firm Contact Details
The following details are mostly used in emails sent.

Firm Name This is the firm name your users with Agent access will
see when they log into Portal.

BGL Billing Email This email will be used in the event an invoice needs to
be sent for excess usage.

Legal/Trading Name This is the firm name that will be displayed in emails.

Australian Business Number (ABN) Enter the ABN of the firm.

Client Contact Email Enter the email address to appear in emails.
Phone Company phone number

Fax No. Company Fax Number

Return URL You can enter a URL where the user will be

automatically redirected to after clicking on Logout. If
this field is left blank, the user will be redirected to the
default Portal login URL. This must start with either
http:// or https://.

Financial Year Select the Financial Year folder you wish to create for
ALL companies.

Create Financial Year Folder This icon will create a new folder for all companies for
the year specified in the drop-down.

Portal
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Select the time zone in which you operate.

Data Connector Status Check Period  An Interval of 10, 30, 60, and 120 minutes can be set.

Addresses

Addresses

When the Data Connector has not connected to Portal
within the set time, an email will be automatically sent to
the Portal Administrator. It also shows the status of the
Data Connector whether it is running or stopped.

Postal Address

Unit'lLevelSuite | Syuite 2

Phy=ical Address [zame as postal address]

UnitiLevelfSuite |Syite 2

Street Address | GOG-K08 Hawthorn Road Street Addreszz | G0B-608 Hawthorn Road

Suburb/City BRIGHTOM EAST SuburbiCity BRIGHTOM EAST

State/Termitony VICTORILA

Fosteode

Country

Update Firm

P State/Territony WICTORLS b
Posteode

Country

Postal Address

Unit/Level/Suite

Street address

Suburb/City

State/Territory

Postcode

Country

Physical Address

Enter the unit/level/suite details (if applicable).

Enter the number and street name or PO Box Number.

Enter the suburb or town. As you type in a few letters of the suburb, a list
of matching Australian suburbs will appear. You can then select the
suburb from the list and Portal will automatically fill in the State/Territory,
Postcode and Country fields.

If the postal address is not in Australia, select Foreign.
If you have selected the suburb from the list, this will get automatically
filled in, unless it is a not Australian address. You will then need to

manually enter the postcode.

Select the country from the list if address is not an Australian address.

The “same as postal address” function can be used if the physical address is the same
as the postal address.

If these two addresses are not the same, you will need to enter in the address details for the

physical address.

Update Firm

Portal
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Click on this button to save the changes made to the firm details.

4.3 Theme

There is a set of available themes that you can choose from to change the look of Portal. You can
access the Theme screen by clicking Administration | General Setup | Theme.

ThemeRoller provides you with pre-rolled themes and also gives you the ability to Roll
Your Own, i.e. to create and personalise your own theme.

To select a pre-rolled theme, click on Gallery and choose the theme you wish to use by
clicking on Apply.

ThemeRoller o) e

Gallery

This will then take them to the Roll Your Own tab which allows you to customise an

Portal
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existing theme. The Roll Your Own interface is categorised into multiple panels which
allow configuration of various CSS properties such as font size, colour, and weight,
background colour and text, border colour, text colour, icon colour, corner radius, widget
container styles, interaction states for clickable elements, various styles for overlays and
shadows and more.

ThemeRoller augp

confirm change

Fon ttings

Corner Radius

Highlight

Error

When choosing a colour, you have the flexibility to either insert the hexadecimal colour
code or select the colour from a picker.

Portal
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ThemeRoller

Gallery Roll Your Own

confirm change

Border

» Drop Sk

4.4 People

The People screen provides details about all the digital signatories on Portal. This can be
accessed from Administration | General Setup | People.

You can search for a specific signatory using the Name search box and then clicking Search.
For more advanced search options, you can use the Filter By function.
You can filter the list of signatories using the following details:

Entity Name Enter the name of the company/entity here.

Mobile Input the mobile number of the trustee/officer.

Only mobile numbers from Australia, China, Hong Kong and
Singapore are currently accepted. You need to include the country for
mobile numbers from China, Hong Kong and Singapore.

If a mobile number has not been provided, tick the Not Provided
check box to list all users who have not provided a mobile number.

Portal
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You can select to filter the signatories by one of the following statuses:

All This will display all signatories

Registered This will display signatories who have
registered for smart signing by verifying their
TFN and/or Mobile as specified under
Administration | User Roles.

Unregistered This will display signatories who have not
registered for smart signing.

Blocked This will show all signatories who have been
blocked and cannot digitally sign documents on
Portal.

Click to filter the list based on the selected options.

Click to clear out the filter details and refresh the list of signatories.

Click to disable the selected signatory(s) from using BGL SmartSign to
electronically sign documents on Portal. You need to tick the box on
the left first. The Status will change to Blocked.

Click to enable the selected signatory(s) to digitally sign documents.
You need to tick the box on the left first. The Status will change to
Registered.

Click to remove the BGL SmartSign Verification for the selected
signatory(s). This will deregister them. These signatory(s) will need to
verify their identification again in order to digitally sign documents.

Changing a signatory’s details

The details of the signatory(s) will flow through to Portal from CAS if these details have been

entered in CAS.

Users can also manually change these details by clicking Edit next to that person.

Portal

by BGL.

22| Page



People - BGL Test

FiterBy O Name

Portal - CAS User Guide

Search Clear & Refresh
Entity Name (
Mobile [ Not Provided
BGL SmartSign |a|l [=]

Registration Status

New Import
. . BGL SmartSign

I:‘ Actio Name Mobile A Email Registration Status
[  Editjoel JOHN JONES 61405123456 jionestest2@gmail com Unregistered
[  Edit|Del MARY JONES 61405456789

mjonestest2@gmail.com

The details of that person will then display and you can make any changes as required.

Edit Person
Title MR = Email jjonestest2@gmail.com
=Surname JONES Date of Birth 05/06/1947
=First Name(s) JOHN Mobile 61405123456 Q
Chinese Name TFN 999 999 941
Sex Male [=] ID Mo.
Entity '(
Action 4 Entity Name Relationship
Del BGL Training Fund Member % Edit

BGL SmartSign Details

Block Unblock Remove Verification
Verification TFN @
Date of Birth €3
Mobile [}
Registration Status Unregistered

Save Cancel

You can assign the person to other entities by clicking -{

. The Entity Lookup window will open

with a list of all the entities you have on Portal. You can assign the person to an entity by clicking

on the drop-list next to the entity.

Note: You can use the Search function to locate the entity by typing in the Name of the entity in
the search box and clicking Search.

Portal
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Entity Lookup ®
Name Search
4 Entity Name Relationship
| BGL Portal Company Pty Ltd Please select ... s
[ BGL PORTAL PTY LTD Please select ... ¢
[ BGL TRAINING COMPAMNY PTY LTD Please select ... =
BGL Training Fund Member % Edit
] John and Mary Jones Please select ... :
] John Jones Please select ... =
]| Mary Jones Please select ... &
1
Save Cancel
A
A list of positions will show. Select the position(s) the person will have in that entity. Multiple
position(s) can be selected. The number of positions selected will display at the top.
Entity Lookup ®
Name Search
A Entity Name Relationship
] BGL Portal Company Pty Ltd 2 selected s
| BGL PORTAL PTY LTD | + Check all % Uncheckall @
] BGL TRAINING COMPANY PTY LTD Hliecoy -
BGL Training Fund O secretary
| John and Mary Jones
| John Jones [l agent
] Mary Jones [C] agents Representative
[[] alternate
Foreign Agent -

Save Cancel

Check all

Uncheck all

Portal

by BGL.

Click to select All positions in the list.

Input the mobile number of the trustee/officer.

Only mobile numbers from Australia, China, Hong Kong and

24| Page




Portal - CAS User Guide

Singapore are currently accepted. You need to include the country for
mobile numbers from China, Hong Kong and Singapore.

If a mobile number has not been provided, tick the Not Provided
check box to list all users who have not provided a mobile number.

Click the x icon to save the changes and close the list. You can also click anywhere outside of the
list to close the list.

Entity Lookup x
Name Search
4 Entity Name Relationship
BGL Portal Company Pty Ltd Director % Shareholder % Edit
[ BGL PORTAL PTY LTD Please select ... &
] BGL TRAINING COMPANY PTY LTD Please select ... =
BGL Training Fund Member % Edit
[l John and Mary Jones Please select ... s
Bl John Jones Please select ... B
(] Mary Jones Please select ... =

Save

Cancel

You can click Edit to make further changes.

Click Save to assign the person to the selected entity(s).
BGL SmartSign Details

Block Click to disable the selected signatory(s) from using BGL SmartSign to
electronically sign documents on Portal. The Registration Status will
change to Blocked.

Unblock Click to enable the selected signatory(s) to digitally sign documents.
The Status will change to Registered.

Remove verification Click to remove the BGL SmartSign Verification for the selected

signatory(s). This will deregister them. These signatory(s) will need to

verify their identification again in order to digitally sign documents.

Portal
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Edit Person x
Title MR =Email jionestest2@gmail.com
=Surname JOMNES Date of Birth 05/06/1947
=First Name(s) JOHN Mobile 61405123456 Q
Chinese Name TFN 999 999 941
Sex Male ID Mo.
Entity &£
Action A Entity Name Relationship
Director % Secretary 3¢ Edit
Del BGL Portal Company Pty Ltd Shareholder %
Del BGL Training Fund Member % Edit
—
1
BGL SmartSign Details
Block Unblock Remove Verification
Verification TFN 6
Date of Birth €3
Mabile ']
Registration Status Unregistered
Save Cancel
A

Click Save again to apply the changes or click Cancel to abort any changes made.

Import

Alternatively, these details can be imported to Portal through a spreadsheet, for example, if you
have these details already entered into another system.

The spreadsheet can be downloaded by clicking Import and then clicking on the provided link.

Upload People

You can upload a list of person from the Portal Spreadsheet.
Browse to the XML file created by the spreadsheet and then
click submit. The Spreadsheet can be downloaded by clicking

Warning: A maximum of 200 person can be uploaded at one

time.

Select File:

Submit Cancel

Portal
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Follow the instructions contained in the spreadsheet.

You then need to locate the XML file created with the spreadsheet by clicking Browse and then
click Submit to upload the data.

4.5 User Roles

User Roles determine what the user can see and access.

To access the User Roles screen click on Administration | General Setup | User Roles.

Editing a user role here will affect all users who have been assigned that user role.

The Admin user has access to everything on Portal and only the email settings are
customisable for that user role

ﬂEditing User Roles

The uzer roles contral what pages your users can access on Portal, what functions they can access and their email seftings. Click Edit to change the setup for that rale.

Add Mew User Role

Hame

Admin ﬂl
Aclvizor ﬂl
gert _Edi |
Auditor ﬂl
Cliert ﬂl
Employes ﬂl
Encquiry ﬂl
Incorporator ﬂl
cther _Edit |
Reviesver ﬂl
Trustee ﬂl

Add Mew User Role
You can also add New User Role. To add a New User Role click on

and enter name of the new user role.

Once you have created a new user role you can edit the role and select the access options of that

role. To delete the new user role click .

Portal
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Depending on the User Role you edit, different options will display for you to select.

For example, the Client User Role has the following options available:

Edit Role - BGL Test

@ Edit User Roles

Edit Client
Administration Access Additional Functions
™ Enable carplete administration access ¥ Disable Custarn Area on Home Page
I Access to administration sstup " hccess to SMSF establishrment
7 Allow user to delete entitiss ¥ aceess to incorporations
7 User Roles ™ allow user to add/edit entity
r People List ™ Enable complete Entity organisational chart
[T allow user to view organisational chart
™ allow user to add/edit organisational chart
Tools Menu Reports Menu
™ Enable complete tools menu access ™ Enable complete reports menu access
User Options 7 fceess to fund details

7 allow user ta view activity [T Access to member details

V¥ &llow users update contact details ™ access to investment strategy

M allow user ta change password I allow editing of strategy text

Global Options ™ access ta investment sUmMmary

I Allow user to view user list Access to contribution dashboard

™ allow user to request reports fram Simple Fund
[ Allow user ta add, edit and remove users a F R

7 aceess to all SMSF documnents
[T access to all entities documents

7 allow user ta view global activity dashboard

Warning: This option will prowvide access fo wew aoiiuity
for each user, entity and departrent stored on this portal
Focount,

Note: Different options will be available based on the User Role you are editing.
Select Access Options

Administration Administration access user role gives access to administrative tasks. You can give a Role access to

Access administration setup and delete companies.
Additional Additional function role allows users to access the Incorporations page and disable the Home Page.
Functions

Note: If Disable Home Page is ticked and the user has access to only one company, the user will be taken directly to 1
Company Reports screen after logging in to Portal. Users with access to multiple companies will always be taken to t
Entity Selection screen after logging in.

Portal
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Tools Menu Tools Menu provides access to the Tools on the top bar. It gives user access to view activity, change
contact details and password and all Company documents.

Note: This option will provide access to view activity for each user, entity and department stored on tt
portal account.

Reports Menu Report Menu role gives access to CAS Reports such as the company report.

Document Access Email Settings
Email Type Frequency
™ Enable complete document access
¥ allow user to view docurnents =ian Request IImmedlater j'
[T allow user to restrict view rights Document Signed IImmediater vl
I allaw user to delete dacuments Docurnent Ernail lm
% allow user to upload documents
Source Docurment Im
¥ allow user to view docurnent history Email
Report Request I Imrmediately 'l
Fund
BGL SmartSign (Digital Signature ) View Incorporation Prepared IImmediater vl
IRestrict user to view their individual BGL SmartSign status of doct;l Incorporation Accepted I Irnrnediately ,l
B6GL SmartSign Begistration Method ; =
- — I tion Rejech II iat vl
IUse TFN and Mobile Phone Mumber for verification ;I e mec ey
Entitv Annual Return IImmediater vl
BGL SmartSign (Digital Signature) View
I Restrict user to view their individual BGL SmartSign status of docy x|
B6GL SmartSign Registration Method
IUse Date of Birth and Mobile Phone Number for verification =
Save Zant
'
Document Document access gives access to all document functions. These options allow users to request repo
Access from CAS, delete and upload documents and view document history.

You can choose the following options for BGL SmartSign (Digital Signature):

1. Do not allow user to BGL SmartSign documents — This user will not be able to use BGL SmartSig
digitally sign documents through Portal.

2. Restrict user to view their individual BGL SmartSign status of documents

Portal
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Document Access

™ Enable complete docurnent access
¥ allow user to view docurnents
™ allow user to restrict view rights
M allow user to delete docurnents
' allow user to upload documents

' allow user to view docurment history

Fund

Bl SmartSign (Digital Signature) View

| Restrict user to view their individual BGL SrmartSign status of du:uu:t;l
Bl SmartSign Registration Method

| Use TFM and Mobile Phone Number for verification =]

Entity
BGL Smartsign (Digital Signature) View
ERestrict user to view their individual BGL SmartSign status of du:uu:é;l

Do not allow user to BGL SmartSign documents

Restrict user to view their individual BGL SmartSign status of docurngnts
Use Date of Birth and Mobile Phone Number for verification - k

BGL SmartSign technology allows your clients to sign documents electronically eliminating the need t
print, manually sign, scan and re-upload documents.

Selecting Option 2 above will bring up the following field:

BGL SmartSign Regizstration Method
Use Date of Birth and Mobile Phone Number for verification |« |

Use Date of Bith and Maobile Phone Mumber for verification ;
Use TFMN and Mobile Phone Mumber for verification k‘
Use Mobile Phone Mumber for verification

Choosing Use Date of Birth and Mobile Phone Number for verification will require users to enter |
their Date of Birth and mobile number when registering for BGL SmartSign. You can alternatively cho
the Use TFN and Mobile Phone Number for verification option so that the TFN and mobile numbel
be verified during the BGL SmartSign registration process. You can also select Use Mobile Phone
Number for verification to require only the mobile number from the user when registering for BGL

SmartSign.

Note: If the user has access to funds and need to sign documents through BGL SmartSign for these
entities, you need to select the options for Entity as well.

Portal
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Email Settings

For each User Role, you can also customise the frequency the user will receive email alerts, for
example, when documents are available on Portal or when a signature is required.

4.6 Email Templates

Email notifications that are generated by Portal and sent to your clients can be
personalised here. You can access Email Templates by clicking on Administration |
General Setup | Email Templates.

The Email Templates are split up into three categories:

1. Generic — applies to all entities (e.g. funds, companies, trusts, partnerships)
SMSF — applies only to funds
Company/Entity — applies to entities other than funds (e.g. companies, trusts,
partnerships)

4.6.1 Editing Email Templates

Click Edit next to the template to edit it.
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Generic
Type Subject Z';”;:Lg U"‘;E;te Edit Delete
Changed Password Pazsword has been successfully changed Default 090172012 Edit
Document Email New document ${DocName} loaded on the portal Default 09/01/2012 Edit
Document Email Summary New documents have been loaded on the portal Default 090172012 Edit
Document Signed Document ${DocName} has been signed Default 09/01/2012 Edit
Document Signed Summary Document(s) have been signed Default 090172012 Edit
Invitation Portal temporary password notification Default 09/01/2012 Edit
Pazsword Reset “four password has been reset Default 090172012
Sign Reguest Important: 3{DochName} reguires signature Default 080172012
Sign Request Summary Important: Document(s) require signature Default 090172012 Edit \
SMSF
Type Subject Z';”;:Lg U"‘;E;te Edit Delete
Establishment Processed New SMSF - ${FundMame} has been created Default 090172012 Edit
Report Request The ${ReportName} you reguested is now available on the portal Default 09/01/2012 Edit
Report Request Summary The following report(s) you reguested are now available on the portal Default 090172012 Edit
Source Document Email Source Document Reguested Default 09/01/2012 Edit
Source Document Email Summary Source Document Requested Default 090172012 Edit
Company /Entity
Type Subject Z';”;:Lg U"‘;E;te Edit Delete
Annual Return Annual return has been received from ASIC and is available on the portal Default 08/01/2012 Edit
Annual Return Summary Annual returns have been received from ASIC and are available on the portal Default 080172012 Edit
Incorporation Accepted :f:i:';);r::gjrnd?w:ﬁggts have been lodged successfully - cerificate of incorporation is Default 0BI012012 Edit
Incorporation Accepted Summary :f;[gt:reag)rndin\:m:‘:ts have been lodged successfully - certificate of incorporation is Defaut 0910172012 Edit
Incorporation Prepared Incorporation documents have been prepared and are awaiting client signature Default 090172012 Edit
Incorporation Prepared Summary Incorporation documents have been prepared and are awaiting client signature Default 09/01/2012 Edit
Incorporation Processed New Company ${CompanyName} ready for Incorperation in CAS Default oz012 Edit
Incorporation Rejected Incorporation documents have been lodged but were rejected. Default 09/01/2012 Edit
Incorporation Rejected Summary Incorporation documents have been lodged but were rejected. Default 090172012 dit

A list of editing and formatting options is available on the toolbar. A list of Portal

Variables is also available from that screen.
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Edit Email Template - BGL Test

Sublect  your password has been reset

Esouce| I 0 @& & =g Y e E @ e EEHE- e,
o B P EOEESOSS
Styles = | MNormal = § Fort B ) Size B e AT S EE |

£{AgentName}
Dear ${ContactName} s{AgentEmailt — —
${AgentPhone} Click on this icon to select
Your password for our client portal has been reset. Your user name and tempo ${AqentFax} and insert a Portal Variable
) s{AgentAddress}
Username ${LoginMame} ${DeptName}
Temporary Password: ${Password} ${DeptEmail}
_ _ _ ) ${DeptPhone}
Click on the link below to login. You will need to enter the Username and Pass. g{DeptFax} 5.
s{DeptAddress}
%{ContactName}
3{Departl oginURL
s{Docs}
You will he asked to channe vour nassword when vou neyt lnain to the nortal F &%% ‘nur new nassward in A safe location as vou will remiire
S{Password}
R 5{LoainURL}

B I U =X x2 @& | == = G

HLoginURL}

Ifthe link above does not work, open your browser and copy the link into the ad

Save Cancel

| » [+

Note: Where Department variables have been inserted into an email template instead of Agent
variables and the company/entity is attached to a department, the Department details will be
sent instead. If the company/entity is not attached to a department, the Agent details will be
sent.

Click Save to apply the changes or click Cancel to abort the change process.

The following message will display to confirm that the template has been saved.

Message 4

@ Template Saved

Click OK to go back to the Email Template List screen.

Any email template that has been edited will have the Email Setting as Custom.
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Generic
. Email Last .
Type Subject setting Update Edit Delete
Changed Password Pazsword has been successfully changed Default 09012012 Edit
Document Email New document S{DocMame} loaded on the portal Default 09/01/2012 Edit
Document Email Summary New documents have been loaded on the portal Default 09012012 Edit
Document Signed Document ${DocName} has been signed Default 09/01/2012 Edit
Document Signed Summary Document(s) have been signed Default 09012012 Edit
Inwitation Portal temporary password notification Default 0012012 Edit
Pazsword Reset “four password has been reset — Custom 10012012 Edit Delete
Sign Reguest Important: ${DocName} requires signature Default 09/01/2012 Edit
Sign Request Summary Important: Document(s) require signature Default 09012012 Edit
4.6.2 Restoring Email Templates
To restore the original email template, click Delete.
Email Template List - BGL Test
Generic
. Email Last .
Type Subject setting Update Edit Delete
Changed Password Pazsword has been successfully changed Default 090172012 Edit
Document Email New document ${DocName} loaded on the portal Default 09/01/2012 Edit
Document Email Summary New documents have been loaded on the portal Default 090172012 Edit
Document Signed Document ${DocName} has been signed Default 09/01/2012 Edit
Document Signed Summary Document(s) have been signed Default 090172012 Edit
Invitation Portal temporary password notification Default 09/01/2012 Edit
Pazsword Reset “four password has been reset Custom 10/0172012 Edit Delete
Sign Regquest Important: ${DocName} requires signature Default 09/01/2012 Edit
Sign Regquest Summary Important: Document(s) require signature Default 090172012 dit

The following message will display:

Confirm x

@ Delete selected Email Template?

YES NO

Click Yes to undo any changes made to the original template and restore the original template.

To keep the customised template, click No.

Portal
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4.7 View Scheduled Maintenance

Information about schedule maintenance can be viewed under Administration | General Setup
| View Schedule Maintenance.

This page provides information on the date and time Portal is scheduled for maintenance.

View Scheduled Maintenance - BGL Test

Scheduled Date Time Reason
2650852011 01.A4M-12PM The Test server will be down for scheduled maintenance
100852011 09PM-0420M The Live Server will he ugraded for additional storage for a period of 10 hours.
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5. Administration - Company Setup

5.1 Company Home

This is where you can enter any text, upload user manuals or create hyperlinks, which will appear
on your client's Company home page. This is also a useful way to alert clients of current
compliance issues and new services you have.

You can access the Home screen by clicking on Administration | Company Setup | Company
Home.

Home Page Setup - BGL Test
O Home Page Setup

The home page is the first page your clients see when logging into Portal. This is ideal for providing a quick paragraph about Portal to your clients, firm updates or links to other parts of your website.
“You can customise this page quickly by simply adding HTML code, plain text and hyperlinks in the edit field below.

[E Source 0GB &lE B « ek @ o @ o (2 e B,

B I U =X, x2 & = i Elriaw E=E=EE TN B P EBOOESOSE

Styles =] Normal =} Font Sl szeF A A @ B[ =]
6,%' by BGL.

Portal by BGL is a web platform that provides BGL clients with the ability to give web access to CAS and Simple Fund data and documents. The data and

documents can be accessed by your clients, auditors, financial advisers, company officers or any other interested person. Data and documents are available to

Portal by BGL users anytime from anywhere and on any device (computer, smartphone, iPad etc).

body p A

Adding a manual to the Home Page

You can provide your clients with a link to a Help Manual on how to use Portal by clicking
Upload Manual on the Toolbar.

Portal
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Home Page Setup - BGL Test

0 Home Page setup

The home page isthe first page your clients see when logging into Portal. Thizisideal for prowiding a quick paragraph about Portal to your clients, firm updates ar links to other parts of
wourwebsite. Vou can customize this page quickly by simply adding HTML code, plain text and hyperlinks in the edit field belomw.

E] Source O&ald FERE W R B8 & (B @ 0 [ EE e e,
B I U =X x* @ i= i Z|» w|[E S = & EFEOOBEES® OIS
Styles = Mormal =1 Font = Size ¥ - A | @ 8§ =l
Portal by BGL iz & web platform that provides BGL clients with the ability to give web access to CAR and Simple Fund data and documents. The data and documents
can be accessed by your clients, auditors, financial advisers, company officers or any other interestdd person. Data and documents are available to Portal by BGL
users anytime from anywhere and on any device (computer, smartphone, iPad etc).

Click on this icon to add a Help

Manual to the Home Page.
hody v

Sawve Configuration

You then need to browse for the document and enter the text you wish to use for the link. The link
will then appear on the Home Page.
Upload Help Manual »

Browse your computer for the manual file to upload:
|E:'\F'u:urtal_HeIp_ManuaI.[" Browse.. ]

Title |Cli|:k Here for Help Manual |

Upload Cancel
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5.2 Departments

This screen allows you to view the departments that you have set up and the companies attached
to these departments. You can access the Departments screen by clicking on Administration |
Company setup | Departments

Departments - BGL Test

New Delete
Name Code View Funds WhiteLabel Edit
BGLTRAINING BGL Wiew Funds Top Docs Edit
BGLADKIN BGL2 View Funds Top Docs Edit
New Click to add a new department in Portal. You will then need to enter a
Department Name and Code.
Delete Click to remove an inactive department from Portal
View Companies Click to view the company(s) attached to the department.
Edit Click to edit department code or department name

5.3 Incorporations

This tab allows you to customise the different types of products that you wish to offer to your
clients when they are incorporating a company through Portal.

You can access this tab by clicking on Administration | Company Setup | Incorporations.

The Product Name, Description and Price fields are fully customisable. This will give you and
your client the flexibility to offer different delivery options.

Portal

by BGL.

38| Page



Portal - CAS User Guide

Incorporation Setup - BGL Test

@ Productt OProduc’Q OProduc’G

Froduct Mame |On|ine Only |

Froduct Drescription

£
i

B =@ © o5 = = B,

B I UaX x| @ & B EEES (e @M

] Source O & alE Folr W] i3]

BoESIOS S

Shies | 8 Formal - | Font = ) Size B = AT B 4

The Document Package consists of:

Cedificate of Registration and ACH
Officer Congent to Act forms
Share Applications

Firzt Director's Minute

Share Certificates

Copy of lodged Form 201
Feplaceakle Rules or Constitution
Company Registers

Neotification Email

Product Price |495.UU

Requires email addresz D

Requirezzhipping address D

Save

Product 1 will be selected by default. You can choose whether you wish to enable Product 2 and
Product 3 by ticking the Enabled box.

Incorporation Setup - BGL Test

O Productl @Productz OProducﬂ

Enabled

FProduct Mame |

Notification email Users are able to enter up to 20 email

addresses to notify that a new
Incorporation has been created in XML
format. To enter more than one email address,
separate emails with a semicolon, comma or
spaces.
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Requires email address Tick this box if you wish for clients to provide an
email address when registering a company (e.g.
if you will need to email documents to clients)

Requires shipping address Tick this box if you wish for clients to provide a
shipping address when registering a company
(e.g. if you will need to send documents by post)

5.4 Disclaimer Management

The Disclaimer Management tab allows you to enter text for a Disclaimer which will appear at the
bottom of all report pages. You can access this page under Administration | SMSF Setup |
Disclaimer Management.

Disclaimer Management - BGL Test

B I i@ |
Dizclaimer

The above information is provided in good faith to be 5 guide only and is to the best of our knowledge accurate. We provide it without any swarranty 5= to its correctness of
statement or opinion or its suitability for any particular purpose.

Thiz website contains general information only. | is not personal advice. In providing this informstion, we have not taken into account your objectives, financial situation or
needs. Before taking any action plesse obtain any relevant PDS and seek independent financial advice.

save

Portal

by BGL.

40| Page



Portal - CAS User Guide

6. Tools — User Tools

The User Tools section can be accessed by clicking on Tools | User Tools section of Portal.

6.1 Entity Activity

All communication between CAS and Portal will appear in the Activity List. For example,
whenever a document is exported to Portal, a new message will be added to the list. A change
in document status will also generate a message. The activity list can be accessed by clicking
on Tools | User Tools | Entity Activity. This option appears after you have selected a
company under Company Selection.

The first half of the screen lists out the recent activities that have occurred.

Users can search for specific activities under Search Info.

Details

Quick Search Allow users to look for a specific message by typing in a search
query.

Download Allow users to export the activity log. The file name will be
messages and format will be pdf.

Date/Time This shows the date and time the activity happened.

User Name The name of the person who generated this message will show
here.

Fund/Company/Entity The name of the company for which the message has been
generated will show here.

Activity The type of activity carried out by the user will display here e.g.
PageViewed, DocumentUploaded

Product Allow users to view for which product the activity occurred.

Content Allow users to see which document has been uploaded or viewed

6.2 Change Contact Details

This screen can be accessed by clicking on Tools | User Tools | Change Contact Details.
You can enter address and contact information on this screen.
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User Contact Information - BGL Test

O Uzer contact Information

Ifyou have changed your address or contact details recenthy or yvou simplhy want to make sure that we hawve all wour current contact details; please complete the following form on-line and
click the submit button

First Name |J0hn |
Sumame |Smith |
Address

UnitfLevel/Suite | Suite 2 |

Strest Address | B0B-603 Hawthorn Foad |

Suburb/City |BRIGHTON EAST |

State/Territany | VICTORIA s |

Posteade | |

Home Phone | |

Business Fhone | |

Mobile Phone | |

Date of Birth | |

Save

6.3 Change Password

You can access this screen by clicking on Tools | User Tools | Change Password.

Change Password - BGL Test

Current P azanord |-....-.. |

Mewu P azsanmord |-....-... |
Confirm Mew P assword |o----o--- |

Update Password

Input your current password and new password and confirm the new password. Click on
Update Password to change the password.
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6.4 User List
Users List - BGL Test

Invite Mew Celete Enable Disable Feset Password Import Users Export List l

all ¥|| Search Clear & Refresh

This screen allows you to add new users and manage existing user accounts.
Invite New

If the user is not listed, you can send the user an invitation. Clicking on this button will open
up the Invite User screen.

Delete
Clicking this will delete the user from the list. Only the Account Admin can see this button.
Enable/Disable User

Clicking on this button will enable or disable the selected user from Portal. Once a user is
disabled, they will no longer have access to Portal.

Reset Password
If you wish to reset the password for a user, click on this button.
Import Users

Users can be uploaded from an xml file if you have a large number of users to create
in one instance. To do this you will need the following:

1. Click Here to download the User spreadsheet. Instructions on how to use the
spreadsheet are within the worksheets and the spreadsheet which will create
an xml file.

2. Log in as the Account Administrator user, click Import Users.
3. Select the xml file from your computer or server and then click Submit.

4.The user names will then be uploaded. No users will be uploaded if the upload process
detects an error in the file, e.g. if the ACN or the Company Name does not exist.

Export List

Clicking this will export a list of all the users containing the following user details:
« First Name

Portal
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 Surname

< Email

- UserRole
 Company Name(s)
e Company Codes(s)
- Status

« Last Login

The filename of the exported file will be users and will be in CSV format.

Filter

Users List - BGL Test

Invite MNew Delete Enahble Disable Reset Password Import Users Export List

A v ' Search Clear & Refresh

3 Logged in during past 7 days
First . Company _ _
Hame Surname | Hawe newverlogged in Lompany Hame Code Status Edit Last Login
Hane notlogged in during past 7 days
Harnve notlogged in during past 30 days A5 TRAIMING COMPANY PTY LTD, CASTRAD )
Test User Gitselslzd UEsrs ;\3 LA.I_IZE)VANCED TRAINNG COMPANY CASADVD, Enabled Eclit 25/08/2011

This feature allows you to filter users so that you can easily identify among the following users:
. Logged in during past 7 days

. Have never logged in

. Have not logged in during past 7 days
. Have not logged in during past 30 days
. Disabled Users

This will make it easier for the agent to track their Portal users.

Search

You can also type in the name of the user or the company name/code in the search box
and click Search to locate a specific user.

Clear & Refresh

Click this to clear the search box and refresh the list of users.

Edit

Clicking on this button will open up the Edit User screen (which is similar to the Invite User
screen) where you can then change the details and security settings for that user.

6.5 Inviting Users to Portal
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In order for staff, clients, advisors, users and others to access Portal, an invitation will need to be
sent. You can access this tool by clicking on Tools | User Tools | Invite User.

Completing the details below will deploy a message to the individual containing a user name and
password to be used to access Portal based on the settings completed below.

A valid email address and security level will be required to complete the invitation.

Invite User - BGL Test

© invite user

“You can invite users such as Clients, Employees, Auditors and Advisors to review the information on this Portal. Fill in the details below and an email invitation will be automatically sent to them with
log in details and a temporary password.

Users wil then need to set their own password when they first log in.

From the Administration | Setup menu, you can both edit permissions for the User Roles and edit the Invitation email template.

Step 1 - Enter Details

First Hame Mary

Last Name Jones

Email

mjonestest2@gmail.com

Step 2 - Select Entity(s) or Department(s)

Select Entity(s)

Select Department(s)

5Step 3 - Select User Role

Entity Client

Invite Cancel

Entity(s) selected 1
Department(s) selected 1

Step 1 - Enter details
First Name
Last Name

Email

Enter user’s first name.
Enter user’s last name.

Enter user’s email address that will be used for login and to which the
invitation email will be sent.

Step 2 - Select Entity(s) or Department(s)

Select Entity(s)

Select Department(s)
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giving that user access to all companies attached to the department(s).
A counter will display the number of departments selected.

Step 3 - Select User Role

You will have the option of selecting Agent, Client, Enquiry, Incorporator or Manager. These user
roles determine what the user can see and access on Portal. User Role settings can be edited in
the Company Agent | Setup | User Role screen.

SMSF If the user also has to access to fund(s) on Portal, select the role from the
drop-down menu that the user will have for the fund(s).

Entity Select the role from the drop-down menu that the user will have for the
entity(s).

Step 4 - Click Invite

Users will be sent an email inviting them to access Portal. The email will contain a temporary
username and password. The user will be asked to click on the link in the email and log in to
Portal and change their password.
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7. Tools - Global Entity Tools

7.1 All Entity Documents

This page gives you a list of all the documents for the selected company. You can access this
page by clicking on Tools | Global Entity Tools | All Entity Documents.

Request Repart | Search Clear and Refresh 0
Y Filters

[ COMPANY REGISTRATION CERTIFICATE [FURGeced | S (O R

AJ documents wihach exist

@ O xS

Sent to clents (of updoaded)

oot Alntes T 201 AND OTHER DOCUMENTS P pioaded § S O~ x1 I
Documerts siill swaling a

sigrature by the: client n
Signed

Filters
Users are able to filter by:
= All Documents
= Documents which have been uploaded but not yet viewed by the client

= Documents which need signing
= Documents which have been signed

Agents can view and search through a list of all the documents available on Portal from this
screen.

Search

Agents can make use of the search box to look for a specific document, report, company and
email address.

Clear and Refresh
Users can use this button to clear the search box and refresh the list of documents and reports.
Delete

To delete a document, the agent can click on the Delete icon. A message will pop up for the
agent to confirm the deletion of the file.
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@ COMPANY REPORT “Viewed S~ (O~ %
i CAS ADVANCED TRAINING COMPANY PTY LTD | Updated 07/10/2010 09:03:58 By jentest | 15.96K

Test

@ COMPANY REGISTERS .
L Confirm
* okl

CAS ADVANCED TRAIMING C

\__I:.:)Are you sure you want to delete this document?

@ COMPANY REFORT
Jal|  CAS TRAINING COMPARNY PT

TEST2!

Note: Once a file has been deleted, it cannot be recovered or restored. The only exception
is for a CAS document which can be resubmitted to Portal from CAS.

Sign

" %]

@ 201 AND OTHER DOCUMENTS [ Uploaded S~ (O~ ®| #
=
' hobe|

MEW IMCORP 2 FTY LTD | Updated 1211072010 11:25:45 By wehdemo | S19.65K

This should be used when a signed document is to be uploaded to Portal. This will then change
the status of the document to Signed.

Clicking on the Sign icon will bring up the Upload Document screen.

There is a maximum file size limit of 10 MB.

Select File You can look for the document you want to attach here by clicking on this
button.

Progress The progress bar will indicate when the upload process is complete.

Comment A note can be added here on the uploaded signed document.

Submit Once the above details have been entered, the agent can click on this

button to upload the selected file. A message to confirm that the file has
been successfully uploaded will pop up.

Cancel Click on this button to cancel the upload.
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7.2 Global Activity Dashboard

This page is split into two sub-tabs List and Dashboard. You can access this screen by clicking
on Tools | Global Company Tools | Global Activity Dashboard.

List

Stream Info

This will display the list of activities that occurred whenever clients perform a set of functions in
Portal. For instance, if a document that requires a signature is uploaded to Portal from CAS, a
new message will appear on this screen.

Activity - BGL Test

List Dashboard

— Stream Info

Entity Activity has been viewed by user2@bglcorp.com, Occurred at: 18/10/2011 10:43:07

Docurnents for CAS TRAIMING COMPAMNY PTY LTD has been viewed by User 1. Occurred at: 18/10/2011 10:326:30

Company Selection has been viewed by user2@bglcorp. com, Occurred at: 18/10/2011 10:36:14

BGL SmartSign List has been viewed by User 1. Occurred at: 18/10/2011 10:35:43

BGL SmartSign List has been viewed by user2@bglcorp.com, Occurred at: 18/10/2011 10:35:25

Docurment test document for BGL PORTAL PTY LTD has been viewed by Portal Admin, Occurred at: 18/10/2011 10:20:10

Documnents for BGL PORTAL PTY LTD has been viewed by user2@bglcorp.com, Ocourred at: 18/10/2011 10:20:03

Company Selection has been viewed by User 1. Occurred at: 18/10/2011 10:19:54

Docurnent test document for BGL PORTAL PTY LTD has been uploaded by Portal Admin. Occurred at: 18/10/2011 10:19:49

Documents for BGL PORTAL PTY LTD has been viewed by User 1. Ococurred at: 18/10/2011 10:18:23

Search Info

Quick Search
DateTime

UserName
Fund/Company/Entity
Activity

Product
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Content The content of the activity

= Search Info

Quick Search { fou can wse "% to make a like search, For example, *%Fund%’. | Download

8 Advanced Search Settings

Sort By
w Dhowin Up To
Filter By
. Date: from ta B
- UserMName: |aguals »*

s Fund/Coamgany/Enbity: | aguals

o
L activity: | eguals s o B

. Product: | equals b | o

® CiocumentiName: | aguals W

® DocumantType: | agquals W

L DotumentSize; |= & (KB) Search
DateTime Useriame FundfCompany /Entity Activity Product Content

For Quick Search you can either input the username or use the % to make a like search e.g.
%john% for all activities that have the word “john” in them. You can also use the Advanced
Search Settings feature for filtering your search.
Dashboard
The Dashboard contains information and graphs on the following:

* Top 10 users logged in ranking (last 30 days)

This will show the 10 users who have logged in the most to Portal the last 30 days.

* Top 10 users reset password ranking (last 30 days)

* Top 10 reports requested ranking (last 30 days)

This will show the reports that have been requested the most by Portal users over the last
30 days.

* Top 10 data storage(KB) ranking

You can use this graph to monitor your internet traffic on the site. There is currently a
quota limit of 60mb per company per annum. Email warnings will be sent to the billing
email address entered under the Administration | General Setup | Firm Contact tab
when your account is approaching its quota. Excess data fees may apply if you
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exceed your quota.

The current licence agreement states the following:

Portal by BGL Subscription Fees are based on the number of funds or companies and are paid
in advance either quarterly or annually. Excess usage charges apply to clients exceeding the
traffic quota and will be charged in arrears. An invoice for the Subscription Fee plus the Excess
usage charges will be issued to the Billing Contact each quarter or 12 months from the date you
day you first signed up for the service. Portal by BGL will continue invoicing you quarterly or
annually until this Agreement is terminated in accordance with the termination clause. Your
Subscription Period is shown on your subscription invoice and commences upon the day you
first signed up for the service or if paying late upon full payment of your Annual or Quarterly
Subscription fee. BGL does not provide services or software (including software updates) until
payment has been received. Payment methods include cheque, Credit Card (Visa, MasterCard
and American Express) or Electronic Funds Transfer. You are responsible for payment of all
taxes and duties in addition to the Subscription Fee.
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8. Portal — Company/Entity Selection

8.1 Chart View

The Chart View allows you to create an organisational chart to show how entities are linked to
each other.

Note: If a user has access to the Chart View and a chart has been set up, the Chart View will be
the default view after they log in to Portal or click on the Entity Selection tab.

8.1.1 Adding a Group Entity

Click Add and enter a name for the Group Entity.

Entity Selection (Chart List) - BGL Test

Grid View

Add ll Delete
O

Action Group Name

The name of a Group Entity needs to be unique and should be a name that is already being used
as an entity name on Portal.

Mew Entity Group ®

0 Group Entity needs a unique name.

Group Mame: BGL Group

Save

The Group Entity will be added to the Chart List.
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Entity Selection (Chart List) - BGL Test

Grid View

Add Delete
7] Action Group Name

(=]} Edit | View | Rename BGL Group l

8.1.2 Creating a Chart
To add an entity as a child to the Group Entity, click Edit.

The following screen will display to allow you to add child entities to the Group.

Entity Selection (Chart View) - BGL Test

Grid View

Locked Full Screen Exit to Chart List

Add Entity Q
BGL Group
=]

There are two ways to add a child entity:

Click =] next to the Group entity and select new entity as child.

BGL Group
=

new entity as child
paste as child {T)

Drag the Add Entity box on the right-hand side into the Group Entity.
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Entity Selection (Chart View) - BGL Test

}—Eialt-h’iaw‘-‘ | Grid View EEE
‘ Full Screen Exit to Chart List ‘

|Dragﬂ|eAddEnmybm(mollleGrm|)Enmvh AddEntLtyx )
BGL Group
=] \

drag me to any node

You will then need to select the child entity type and enter the child entity name.

BGL Group
|

Select Entity Type El

Enter in Entity Name

The following entity types are available from the drop-down list.

BGL Group
=

Company

Select Entity Type
Individual
Fartnershi

¥
SMSF
Discretionany/Other Trust
Unit Trust

As you start typing in the name of the entity, based on the entity type selected, Portal will display
a list of entities containing these letters.
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BGL Group
=)

| Company
BGL

BGL PORTAL PTY LTD 111111114 Company

BGL TRAINING
COMPANY PTY LTD

5505931415 Company

You can then select the entity from the list.

If the entity is not on Portal yet, click Edit Entity.

You will then be able to enter in the entity details on Portal.
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Edit Entity - BGL Portal Company Pty Ltd - BGL Test

| Quick Company Setup

+ Jurisdiction / State | Australia [=] [vicToRIA ] Registration Date  01/01/2012

* Company Name BGL Portal Company Pty * ACN 054 355 243

| Officers / Shareholders

Delete all

Action Name 4. Email Mobile Position
Edit | Del | Copy JOHN JONES iionestest2@gmail. com 51405123456 Director
Edit | Del] JOHN JONES jionestest2@gmail. com 61405123456 Shareholder
Edit | Del | Copy MARY JONES mjonestest2@gmail.com 51405456739 Director
Edit | Del| MARY JONES mjonestest2@gmail.com 61405456739 Shareholder

Save Cancel

Once all the details have been input, click Save.

Once the details of the entity has been entered and saved on Portal, click E

BGL Group
=

| Company El

BGL Fortal Company Pty Ltd

The colour of the child entity will change to green when the details are saved.
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Additional child nodes can be added to the Group Entity. Child nodes can also be added to

existing child nodes using one of the methods mentioned above.

BGL Group

Company
BGL Porta. ..

Partnership

John and ...

Individual
John Jones

8.1.3 Editing a Child Node

Individual
Mary Jones

Child Nodes can be edited by clicking =.
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BGL Group
=

Partnership
John and ...
B =

Individual Individual
Jones John Mary Jn:m.esl_|

new entity as child

edit

cut

cancel out
paste as child
remove link

delete
T ————————————
T —————————————

new entity as child This will add a new entity under the existing node.
edit This allows you to change the details of the entity.
cut You can cut a node and paste it under a different node. The colour of the

node will change to orange when it is cut.

cancel cut This will cancel the cut process made previously.

paste as child After you have cut the entity, you can use this option to paste that entity
as a child under a different entity.

remove link This will delete the node from the chart but the entity will still be available
on Portal.
delete This will remove the entity from Portal permanently.
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8.1.4 Viewing the entities attached to a child node

To view the individuals/entities to an entity, click on the plus icon located inside the child node.

BGL Group

SM3F Company

BGL Train... BGL Porta. ..
Registered

The individuals/entities attached to the child node will display at the bottom.
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8.1.5 Renaming a Group Entity

From the Entity Selection (Chart List) screen, click Rename next to the Group Entity.

Entity Selection (Chart List) - BGL Test

Grid View

Add Delete

= Action Group Name
&} Edit | View | Rename SMITH Group
&} Edit | View | Rename — BGL Group

You can then change the name of the group.

Edit BGL Group x

i Group Entity needs a unique name.

Group Mame: BGL Portal Group '

Save

Click Save to update the name.

8.1.6 Deleting a Group Entity

From the Entity Selection (Chart List) screen, tick the box next to the Group Entity you wish to
delete and then click Delete.
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Entity Selection (Chart List) - BGL Test
Grid View
Add Delete I
] Action Group Name
] Edit | View | Rename SMITH Group
Edit | view | Rename BGL Portal Group
The following message will display to warn you that all child nodes will get deleted:
x

Information

@ The child nodes would be deleted as well, are you sure to delete the selected item(s)?

YES NO

Click Yes to proceed with deleting the Group Entity or click No to abort the deletion process.

Multiple group entities can be deleted at the same by ticking the boxes next to the other groups
and then click Delete.

Entity Selection (Chart List) - BGL Test

Grid View

Group Name

Jones Group

View | Rename
View | Rename BGL Group
View | Rename Smith Group

You can select all groups by ticking the first box next to Action.
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Entity Selection (Chart List) - BGL Test

|Click here to select ALL groupsh Grid View
o
Add/@e
Action Group Name
Edit | View | Rename Howard Group
Edit | View | Rename Johnson Group
Edit | View | Rename Peters Group
Edit | View | Rename Jones Group
Edit | View | Rename BGL Group
Edit | View | Rename Smith Group

8.1.7 Editing a Group Entity

From the Entity Selection (Chart List) screen, click Edit next to the Group Entity.

Entity Selection (Chart List) - BGL Test

Grid View

Add Delete

] Action Group Name

&} Edit | View | Rename Howard Group
&} Edit | View | Rename Johnson Group
&} Edit | View | Rename Peters Group
[l Edit | View | Rename Jones Group
= Edit)| View | Rename BGL Group

= Edit | View | Rename Smith Group

You will be taken to the Entity Selection (Chart View) screen where you can make changes to
the existing chart.

After you have made the necessary changes, click Exit to Chart List to go back to the Entity
Selection (Chart List) screen.
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BGL Group
=]

=
Partnership

ldm_aniﬁj
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Fu@iaitdﬂewﬂ | Grid View EEE

Full Screen Exit to Chart List l
Add Entity Q

8.1.8 Switching to Grid View

If you wish to switch to the Grid View where you can see a list of the entities on Portal, click Grid

View.

Entity Selection (Chart List) - BGL Test

.Add Delete-

[]  Action Group Name
O Edit | View | Rename

B Edit | View | Rename

] Edit | View | Rename

B8 Edit | View | Rename

] Edit | View | Rename

] Edit | view | Rename

\:@_ iaq_‘t-é:’ie.wi" Grid View 3%

Howard Group

Johnson Group

Peters Group

Jones Group

BGL Group

Smith Group

You will be taken to the Entity Selection (Grid View) screen.
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O Entity Selection
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=

Add Entity | ~ || Delete Chart View g | | -
.. —
FiterBy @ Quick Search Search Clear & Refresh
Action 4 Entity Name Code | Number Status Type
View BGL ADVANCED TRAINING FUND ADV Registered SMSF
View BGL NTRO TRANING FUND INTRO Registered SMSF
View BGL PENSIONS TRANING FUND PENS Registered SMSF
Edit BGL Portal Pty Lid 054355243 Company
View BGL REFRESHER TRAINING FUND REF Registered SMSF
View BGL Training Fund PORTAL Registered SMSF
Edit BGL Training Pty Lid 054355243 Company
NA Y.,
Edit John and Mary Jones SOHRANDMARYIONES Partnership
360
. - JONESFAMILYTRUSTSS Discretionary/ Other Tru
Edit Jones Family Trust
46 st
Edit Jones John JOHNJONES381 Individual

8.2 Grid View

A list of the companies that have been enabled for the Portal user will display on the screen with
the Company Code from CAS.

* |f users only have access to one company/entity they will automatically be directed to the
Home page.

* |f users have access to multiple companies/entities but not other entities, they will be
taken to the Company Selection page.

* |f users have access to both funds and other entities, they will be taken to the Entity
Selection page where they can select a fund or an entity.

Simply select one of the companies in the list before you can view the other tabs.

Search

Delete

Portal
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able to click this to open a wizard, which goes through the deletion process.
If you wish to delete a company from Portal, you will also need to ensure
that the Portal Client? check box in CAS under Company Details is
unticked for that company.
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Clear & Refresh This will clear the search box and refresh the company list.

8.2.1 Adding a company/entity

Companies/Entities can be quickly set up in Portal by clicking Add Entity.

The following entities can be added:
e Individual
* Partnership
e« Company

e SMSF
« Discretionary/Other Trust
e Unit Trust

For example, selecting Company will bring up the following fields for you to fill in:

Quick Company Setup

Jurisdiction/State Select one of the following jurisdictions from the drop-down list:
¢ Australia
¢ Hong Kong

e Singapore
¢ United Kingdom

If you select Australia, you will also need to choose a state from the
next drop-down list.

Company Name Enter a name for the new company.
Registration Date Select or enter the date the company was registered.
ACN Enter the Australian Company Number.

Officers/Shareholders

Adding an officer/ a shareholder

Click Add.
Title Enter the title of the person (e.g. Mr, Mrs, Ms)
Surname Input the surname.

Input the first name(s).
Sex Select Male or Female from the drop-down list.
Date of Birth Select or enter the date of the birth.

Portal
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TFN Input the Tax File Number

Email Input the email address

Tick the Send user invitation and automatically allow access to Entity(s) that the user is
attached to? box for Portal to send an invitation email to that user and also give the user access
to that entity.

Mobile Number
A mobile number is required for individuals that will be digitally signing documents. Only mobile

numbers from Australia, China, Hong Kong and Singapore are currently accepted. For
international numbers, please ensure you include the country code.

Deleting an officer/ a member

Click Del next to the officer/member you wish to delete.

Copying the details of an officer/a member

Click Copy next to the member you wish to duplicate.

Officers / Shareholders
Add Delete all

Action Name 4 Email Mobile Position

Edit | Del | Copy ! — John Jones iionestest2@gmail.com 51405123458 Director

For example, if John Jones has been added a director already, clicking Copy will add John
Jones as a shareholder as well.

Officers / Shareholders

Add Delete All

Action Name A Email Mobile Position
Edit | Del| Copy John Jones jionestest2@gmail.com 51405123458 Director
Edit | Del| John Jones jionestest2@gmail. com 61405123456 Shareholder

Click Save to create the officer/shareholder or click Cancel to abort the process.

8.2.2 Deleting Companies from Portal

Note: Users can be restricted from deleting entities by unticking the Allow user to delete
entities box under the Administration Access when editing the User Role.
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1. On the Company/Entity Selection tab, highlight the entity(s) you wish to delete by
ticking the box on the left.

2. Click Delete to remove the selected entity(s) from Portal.

Entity Selection (Grid View) - BGL Test

© Entity Selection

Add Entity | ~ Delete ' Chart View

FilterBy @ Quick Search Search Clear & Refresh
Document Nutif\c?!iun

[[]  Action & Entity Name Code | Humber Status Type _”’; g

|:| Edit BGL Portal Cempany Pty Ltd 054 355 243 Company

View BGL PORTAL PTY LTD 111111 114 Trading Company

|:| View BGL TRAINING COMPANY PTY LTD 550 981 418 Trading Company
3. Click Next to continue.
4. Alist of entities attached to the company/entity will be displayed. Click Next to continue.
5. Alist of users attached to the company/entity will be displayed. Click Next to continue.

6. Alist of documents attached to the company will be displayed. Click Next to continue.

7. Click Delete to complete the process.
8. The following confirmation message will then display.

Delete Entity Confirm x

@ This will remove BGL PORTAL PTY LTD from PORTAL. Do you wish to continue?

YES MO

9. Click YES to delete the company/entity from Portal

You will also need to change the Portal status in CAS from Yes to No.

8.2.3 Switching to Chart View

If you wish to switch to the Chart View where you can see a list of the Group Entities and
organisational charts, click Chart View.
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[@ Entity Selection

Portal - CAS User Guide

| Add Entity | ~ I! Delete Chart View gl I M
FilterBy @ Quick Search Search Clear & Refresh
] Action A Entity Name Code | Number Status Type
B View BGL ADVANCED TRAINING FUND ADV Registered SMSF
| View INTR INING EUN| INTRO Registered SMSF
= Miew BGL PENSIONS TRAINING FUND PENS Registered SMEF
] Edit BGL Portal Pty Ltd 054355243 Company
&) View BGL REFRESHER TRAINING FUND REF Registered SMSF
B View BGL Training Fund PORTAL Registered SMSF
&) Edit BGL Training Pty Ltd 054355243 Company
L} Edit John and Mary Jones £DHHANDHARYJONES Partnership
B e lones Family Trust g“iswmnusrsa Etisml'nnarw Other Try
El Edit Jones John JOHNJONESZE1 Individual
You will be taken to the Entity Selection (Chart List) screen.
Entity Selection (Chart List]l— BGL Test
H‘" EWWH | Grid View Eii
| Add || Delete |
L d L )
|l Action Group Name
B Edit | View | Rename Howard Group
B Edit | View | Rename Johnson Group
] Edit | View | Rename Peters Group
] Edit | View | Rename Jones Group
a Edit | View | Rename BGL Group
] Edit | View | Rename Smith Group
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9. Portal — Reports

9.1 Company Report

The first window that will display after selecting a company will be the Company Report tab.
This can also be accessed through Reports | Company Report.

The Company Report tab will display current company details, which gets automatically updated

on Portal. The update to Portal will occur when you initially send a company to portal and when a
change has occurred in CAS. You can identify when the data was updated by checking the Last

Updated date located under the companies A.C.N.

To navigate through the Company Report tab, use the left hand side menu.

Clicking View/print Summary located on the top right hand corner will combine all company
information and open a new window or tab, which can then be printed.

Fund Selection | SMSF Establishment | = | Company Selection | Incorporations | = | Reports | = | Documents | = | Tools | = | Administration | =

SCompany Report
BGL TRAINING COMPANY PTY LTD —&—l @ A SR

550 981 416
Last Updated 05/10/2011

— Company Details
EE Company Details

ACH 550 981 416 Jurisdiction ALSTRALLA,

Incorp Date 11052010 State ACT

Company Type SMALL PROPRIETARY Company Class SHARES
.r Comgany Adcresses Home Unit Co NO Hon Profit Co NO

Super Fund Trustee MO Reference

& Otficers

m Members
D Returnz and Documents

*, Cther
™
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10. Portal - Documents

This screen allows users to view all the documents and reports that have been uploaded to
Portal. Additional documents can also be uploaded to Portal from this screen. For example, if you

request for your client to sign a document, you can choose the appropriate folder from the filters
on the left hand side and click on the upload button.

Search

Users can make use of the search box to locate a specific document or report for a company.

You are also able to filter by:
= All Documents
= Documents which have been uploaded but not yet viewed by the client
= Documents which need signing
= Documents which have been signed
= Documents which need to be uploaded

Documents - BGL TRAINING COMPANY PTY LTD - BGL Test

Y Filters . Search ' Clear and Refresh Move To... 0
. %l
All Documents g, Minutes.pdf w @v (D> X 2
Uploaded but not Viewed E Updated 19/01/2012 09:56:30 By portal@balcorp.com.au | 54.55K

Requires Signature §
Signed Piﬂ COMPANY REGISTERS.pdf ["0ploaded | S~ O~ x

Requires File Upload Updated 19/01/2012 09:32:36 By portal@bglcorp.com.au | 3865.43K

—+': Folders ] PE AuthorisationLetter.pdf w @' (D> _’5\

Updated 19/01/2012 09:31:30 By portal@balcorp.com.au | 32.84K
Please =ign this document.

Upload Restrict

¥ BGL TRAINING COMPANY PTY ...
Registrations
¥ Other Documents.
I Changes Documents

¥ Annual Returns

Viewing or Deleting Documents

To a view a document the user will simply need to click on the name of the document. Once
viewed, the status of the document will change from Uploaded to Viewed.

COMPANY REPORT Viewed R O~ =

Updated 181002011 11:20:17 By jwong@@balcorp.com | 11.84K

To a delete a document off Portal, click on the red cross on the right hand side of the document
which will prompt a warning message for you to confirm the deletion of the document selected.
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73  Minutes.pdf Uploaded R~ (O~ xn|»
B Tl

Updated 19/01/2012 09:56:30 By portal@balcorp.com.au | 54.55K

. CC Confirm x Ry O~ x

Up
0 Are you sure you want to delete this document?

- Au RO % 2

Plei
YES NO

Note: Once a file has been deleted, it cannot be recovered or restored. The only exception
is for a CAS document, in which case, it can be resubmitted to Portal from CAS.

Document Comments and History

Comments can be added to documents by clicking on the speech icon.

Updated 19/01/2012 09:56:30 By portal@bglcorp.com.au | 54.

@, Minutes.pdf v ODv x #
0 55K

. COMPANY REGISTERS.pdf " Uploaded | S~ (O~ =

Updated 19/01/2012 09:32:36 By portal@bolcorp.com.au | 3865.43K

=
g5, AuthorisationLetter.pdf Uploaded @vl ()~ X 2
([ !ﬁ Updated 19/01/2012 09:31:30 By portal@bolcorp.com.au | 32.84K

Please sign this document.

portal@bglcorp.com.au at 19/01/2012 09:31:30
—/ Please sign this document.

You will need to upload the signed letter by Friday so that we can lodge the forms with -
asir <
Input any comments or guestions you have about the Document

- Add Comment

The version history of signed and uploaded documents can now be displayed by clicking
on the History icon.

»
7 Minutes.pdf Uploaded R~ (O~ x »
[ ﬁ Updated 19/01/2012 09:56:30 By portal@bglcorp.com.au | 54.55K

Uploaded
Updated 19/01/2012 09:32:36 By portal@bglcorp.com.au | 3865.43K

- COMPANY REGISTERS. pdf REpESCECY S~ O~ x

Updated 19/01/2012 09:31:30 By portal@bglcorp.com.au | 32.84K
Please =ign this document.

AuthorisationL etter.pdf v (H~|x a

/.y Authorisationl etter.pdf Uploaded View Old Version

Modified 19/01/2012 09:31:30 By portal@bglcorp.com.au | 32.84K
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Document Statuses are colour-coded and act as a progress bar in the Document Process.

o

Documents (Mo Signature Required)

Document has been Uploaded

Document has been Viewed

Documents Requiring Signature

Document requiring a signature has been Uploaded

Document requiring a signature has been Viewed

000

Signed Document has been Uploaded

10.1 Uploading Any Document to Portal

Users can upload any document or form, by selecting a folder or subfolder and then clicking on
the Upload icon.

Folders

Upload ' Restrict

¥ BGL TRAINING COMPANY PTY ...
Registrations
F Other Documents
F Changes Documents

F Annual Returns
R ——

This will bring up the Upload Document screen:

Portal
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Upload Document ®
Select File Maximum size is 10MB
Select Folder Mo Folder Selected

Written Signature A

Required:

Comment:

Submit Cancel

Do not upload or share any content that infringes copyrights

or that you otherwise do not have the legal right to upload or

share. 4
5

Select File You can browse for the document to be attached by clicking this
button. The maximum file size is 10MB.

Select Folder You can choose to which folder the document will be uploaded.

The progress bar will indicate when the upload process is complete.

Written Signature Tick this check box if the uploaded document needs to be signed.
Required The Date Due and Alert fields will then be displayed.

Portal

by BGL.

73| Page
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Select File

Select Folder

Written Signature
Required:

Date Due:
Alert:
Second Alert:

Maximum size is 10MB

Authorisation
Letter.docx

Letters

01/03/2012
14 days beforeE|
7 days before []

Comment:

Do not upload or share any content that infringes copyrights
or that you otherwise do not have the legal right to upload or

This document needs to be signed »
manually.

Submit Cancel

Portal - CAS User Guide

- 12.24K Remove

You have the option to set up two reminders and another email will be

button to upload the selected document. A message to confirm that

hare.
share /{2

Date Due Enter the date by which the document needs to be signed and
uploaded back to Portal.

Alert You can set up a reminder and Portal will send an email to the
signatory on the number of days specified prior to the date due.
sent.

Comment A small description of the uploaded document can be entered
in this box.

Submit Once the above details have been entered, users can click this
the file has been successfully uploaded will pop up.

Cancel

This will abort the upload process and take you back to the
Documents screen.

Any of the following file types can be uploaded:

File Type File Extension

Images:
Documents:

Portal
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Spreadsheet), .odt (OpenDocument Text

document), .ods (OpenDocument
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Spreadsheet), .odp (OpenDocument
Presentations)

Archives: .Zip

If harmful files are loaded being uploaded to Portal, the following warning message will display:

Error 4

Viruz/Threat Detected :<br/> ClamdV-Te

10.2 Uploading a PDF that requires digital signature

Note: Only PDF documents can be uploaded and digitally signed through BGL SmartSign.

E= Folders

Upload ' Restrict

w BGL TRAINING COMPANY PTY ...
Registrations
¥ Other Documents
F Changes Documents

P Annual Returns
—————————————————————

This will bring up the Upload Document screen:
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Select File

Select Folder

Upload Document ®
Select File Maximum size is 10MB
Select Folder Mo Folder Selected

Written Signature F

Required:

Comment:

Submit Cancel

Do not upload or share any content that infringes copyrights
or that you otherwise do not have the legal right to upload or
share.

A

maximum file size is 10MB.

Written Signature

Portal - CAS User Guide

You can browse for the PDF to be attached by clicking this button. The

You can choose to which folder the document will be uploaded.

Tick this check box if the uploaded document needs to be signed.

Required The Date Due and Alert fields will then be displayed.
Upload Document x
Select File Maximum size is 10MB
Authorisation
I citer. docx - 12.34K Remove
Select Folder Letters
Written Signature =
Required:
Date Due: 01/03/2012
Alert: | 14 days before[=|

Second Alert:

7 days before

This document needs to be signed -
manually.

Comment:

Submit Cancel

Do not upload or share any content that infringes copyrights
or that you otherwise do not have the legal night to upload or
share.

Portal
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Date Due Enter the date by which the document needs to be signed

Alert You can set up a reminder and Portal will send an email to the
signatory on the number of days specified prior to the date due.

You have the option to set up two reminders and another email will be

sent.

Comment A small description of the uploaded document can be entered
in this box.

Submit Once the above details have been entered, users can click this

button to upload the selected document. A message to confirm that
the file has been successfully uploaded will pop up.

Cancel This will abort the upload process and take you back to the
Documents screen.

10.3 Sighing Documents on Portal

Documents requiring a signature will appear with a Sign icon next to them.

ASIC FORM 484B - CHANGE TO COMPANY ‘ld loaded ] @v > X o
/un| DETAILS - OFFICERS - JOHN JONES
Updated 09/11/2011 09:06:37 By jwong@bglcorp.com | 70.04K Sign this document with BGL SmartSign ]

Alternatively they can easily be found using the “Requires Signature” search filter.

All Documents

Uploaded hut not Viewed
Signed
Reguires File Upload

This Sign icon allows you to digitally sign documents pushed from CAS or upload a scanned
signed document originally uploaded through Portal.

Note: You need to register for BGL SmartSign in Portal. See BGL SmartSign for more
information.

To know whether a document can be digitally signed, hover your mouse on the Sign icon and a
bubble hint saying Sign this document with BGL SmartSign should appear.
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Sign a Document electronically through BGL SmartSign

Documents that can be digitally signed with BGL SmartSign

Portal
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* The following ASIC Forms produced by CAS can be digitally signed through Portal

Form Description

201 (include S) Incorporation

205 (includes A) Notification of Resolution

410 (includes B, F) Reservation of Name and Extension

484A till C Change to Company Details

485 Solvency Statement

490 Change of Officeholders — Foreign Companies

492 Amendment to Lodged Document — Not Requisitioned
6010 Voluntary Deregistration

902 Amendment to Lodged Document — Requisitioned

* Form 362 Appointment or Cessation of ASIC Agent — cannot be digitally signed because
ASIC requires a ‘wet ink’ signature and states that an agent needs to keep a signed copy
of a Form 362 for a period of 7 years.

* ASIC Forms that cannot be lodged electronically — cannot be digitally signed because
ASIC requires hard copy of the signed forms.

Click on the Sign icon.

@ ASIC FORM 484B - CHANGE TO COMPANY [ Uploaded | R O~ = _;#"
I
* Redobe

DETAILS - OFFICERS - JOHN JONES
Updated 09/11/2011 09:06:37 By jwong@bglcorp.com | 70.04K

Signatory not yet registered on Portal
After clicking on the Sign icon, the following screen will display:

Message x

© Important: This is a legal docurment. You must read this
document before signing. If you do not understand this
document, please seek independent legal advice.

Wiew Document Cancel

The document needs to be viewed before signing by clicking View Document.

If the signatory has not been registered for BGL SmartSign, the following message will come up:

Message X

@ Current signatory have not registered for BGL SmartSign.
Click OK to register.
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Click OK and you will be directed to the Registration page where required signatory(s) will be
listed.

BGL SmartSign Digital Signature - BGL PORTAL PTY LTD - BGL Test

© gGL smartSign Registration

The follewing process wil register your mobile phone number so you can digitalty sign documents with BGL SmartSign. We will validate your mobile telephene number by sending you a SMS
that includes an Authentication Code. You wil need to enter this code on screen to complete your registration. Once you are registered, you will be able to digitally sign documents with BGL
SmartSign

Every time you wish to digitally =ign a document, you will need to request an Authentication Code. We will =end the Authentication Code to your mobile phone number by SMS.

Signatory Date of Birth Mobile Telephone Number@

Verify Now

Input your Date of Birth (provided earlier) to be validated. Date of Birth is required only if user
role has been set up to register with Date of Birth and Mobile Number. Click Verify Now.

The following message will show if the correct Date of Birth is entered:

Message ®x

@ Vvalidation successful.

The Date of Birth will then be marked as Verified.

Signatory Date of Birth Mobile Telephone Humber (3}

JOHN JONES € verified | Verify Now

Then input your Mobile Number (provided earlier). To verify that the Mobile Number is correct,
an Authentication code will be sent to that mobile number.

Portal
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You then need to enter the Authentication code in the following screen.

BGL SmartSign Registration %

@ authentication Code
Your Authentication Code has been sent to 'g1404123456
Click ' Resend Authentication Code " link if you cid not receive the Authentication Code.

Verify your Mobile Telephone Number

Maohbile Telephone Mumber: [ Resend Authentication Code ]

Enter Authentication Code: | 252611 5 Confirm

Click Confirm. If the validation is successful, the following message will come up:

Message x

@ Validation successful.

When both the Date of Birth and the Mobile Number have been successfully validated, they will
be marked as Verified.

BGL SmartSign Digital Signature - BGL PORTAL PTY LTD - BGL Test

0 oL SmartSign Registration

The following process will register your mobile phone number 2o you can digitally sign documents with BGL SmartSign. We will validate your mobile telephone number by =ending you a SMS
that includes an Authentication Code. ou will need to enter thiz code on screen to complete your registration. Once you are registered, you will be able to digitally sign documents with BGL
SmartSign.

Every time you wizh to digitally sign a document, vou will need to request an Authentication Code. We will 2end the Authentication Code to your mobile phone number by SMS.
Signatory Date of Birth Mobile Telephone Humber @

JOHN JONES € verified € verified

You can then follow the instructions below to proceed with the BGL SmartSign Digital Signature
confirmation.

Signatory already registered on Portal

Portal
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If the signatory’s Date of Birth and/or Mobile Number have already been verified, the following
screen will display:

Message x

@ Important: This is a legal document, You must read this
document before signing.
If you do not understand this document, please seek
independent legal advice.

Wiew Docurment Proceed to Sian

You need to view and understand the document before proceeding to sign it. Click View
Document.

Once the document is viewed, you can then click Proceed to Sign.

Sign this document with BGL SmartSign - BGL PORTAL PTY LTD - BGL Test

i BGL SmartSign Digital Signature Confirmations

1. Ihave viewed the ASIC FORM 4848 - CHANGE TO COMPANY DETAILS - OFFICERS - JOHN JONES for BGL PORTAL PTY LTD and confirm the informaton contained in this

document i true and correct

lagree all declarations or authorisations contained in this document are true and comect

I acknowiedge that | am authorised to digitally sign this document with BGL SmartSign

I acknowiedge that my BGL SmartSign digital signature will replace my wrilen signature on this document

o R

Click [Confirm] to agree to ltems 1-4 above.

Signature Reguired for JOHN JONES

. Cickio roquest Request Authenbication Code

\ // 5 Enter your Authentication Code :314391 '
<

nfirm
3. Confirm to sign document Co

You will need to request for an Authentication Code. This will be sent to the registered mobile
number.

Enter the code in the box and then click Confirm.

Note: Ensure you have read the terms and conditions before clicking Confirm.

The following message will show once the Authentication Code is verified and is correct.
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Message ®

© Document has been successfully signed with BGL SmartSign.

OK

You will then be taken to the Documents screen and the status will change to Signed.

n@ ASIC FORM 484B - CHANGE TO COMPANY @v (L~
/i
* hdobe

DETAILS - OFFICERS - JOHN JONES

Updated 09/11/2011 16:34:52 By jonjonestest@gomail.com | 70.05K
JOHN JONES

‘erified email address: jonjonestest@gmail.com
Verified Mobile Telephone: 61405653649
IP Address:192.168.0.235

A signature page will be appended to the end of the document. The signed document will flow
back to CAS where the status of the document will change to RCVD SIGNED DOC.

Note: To view the digitally signed PDF documents, Adobe 9 or later is required.

Documents that have been successfully signed with BGL SmartSign will have the watermark
Digitally Signed with BGL SmartSign to make it easier for users to identify that these
documents have been digitally signed.
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Australian Securities &
Investments Commission

Change to company details

Sections A, B or C may be lodged indapandently with this signed cover page to notify ASIC of:
A Change of nddress B Cesne company officeholder

AZ Change of name - oficeholders and propricinry B2 Appaint company officeholier
A% Charge - ullmsie holding company

Portal - CAS User Guide

Form 484
Corparations Act 2001

T Cancelinbion of shares

2 bsue of shares.

C3 Change to share struchure:

14 Changes ko fhe regisber of members for proprisfsry
companiss

If there is insufficient space in any saction of the form, you may photocopy the relevant page(s) and submit as part of this lodgement

Company details Company rame

[BGL PORTAL FTY LTD

Reefer o guide for infomation about ACHAEN

Corporaie key

comporate key [111 111114

Who should ASIC contact if thers is & guery about this form?

Lodgement details

Firmiorganisation

| BGL CORPORATE SOLUTIONS PTY LTD

Contact namelposition description

ASIC regisiered agent numiber (if applicabie)

[1234

Telephone number

[02 95306077

Pastal adoress or DX a0dress

|5UITE 2 BD6-808 HAWTHORN ROAD

|'BHIGHTON EAST, VIC, 3187

Total numiber of pages including this cover sheet

Signature
This farm must be signed by a current officehokder of the company.

| cerify that the infoemation in Bhis cover sheet and the attached sections of s foem are true and complete.

Name

[JomES JonHn

‘Send compieted and sigred forms i
Ausiralian Securiies and Investments Commission,
PO Baox 4000, Gippsiand Mail Centre VIC 3841

Lodgement

O e the form electranically by visiing the ASIC websie
WIWNLESIC. Q.U
& Seplember 2007

ASIC Form 484 Reference:

Cover page
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A BGL SmartSign Digital Certificate will be appended at the end of all digitally signed documents.

i BGL SmartSign Digital Signature Certificate

This signature page provides a record of the online activity executing this document.
Document Name: sup111109142233 pdf
Document 1D: a72b4b59-2e83-4016-8c31-cccB0352achb
Signatories Required and Confirmed
The following people have consented to digitally sign this document with BGL SmartSign, in which
a BGL SmartSign digital signature will replace the need for a written signature.
1. JOHN JONES

Director

Yerified Email address;jonjonestest@gmail.com

Yerified Mohile Telephone: 61404123456

IP Address:192.168.0.236

Timestamp Audit
091172011 142257 +1100 Document requiring a Signature, ASIC FORM 4848 - CHANGE
TO COMPANY DETAILS - OFFICERS - JOHN JOMES for BGL

PORTAL PTY LTD has heen uploaded by Portal Admin.
091172011 16:14:37 +1100 Document ASIC FORM 484B - CHANGE TO COMPANY

DETAILS - OFFICERS - JOHN JONES for BGL PORTAL PTY

LTD has been viewed by JOHN JONES.
091172011 16:34:49 +1100 Document ASIC FORM 484B - CHANGE TO COMPANY

DETAILS - OFFICERS - JOHN JONES for BGL PORTAL PTY
LTD has been signed by JOHN JOMNES.

Manually sign a document

A document, that has been uploaded through Portal and requires signing, currently needs to be
downloaded, signed and uploaded back to Portal. If you hover your mouse on the Sign icon, a
bubble hint with Upload a Signed Document will appear.

Authorisation | etter.pdf m @v L) X _%‘
/wm| Updated 03082011 11:11:249 By fwong@holcorp.com | 2478.87K
Please sign this document.

|Upload A Signed Document

Download the document and after you have viewed it, click the Sign icon.
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by BGL.

85| Page



Portal - CAS User Guide

The following screen will show:

Upload Signed Document %

Click here to view the original docurment

Select File | Maximum size is 10MB

Do not upload or share any content that infringes copyrights
or that you otherwise do not have the legal right to upload or

share.

Qriginal File N

e Authorisation Letter.pdf
Please sign this document,

Comment:

Subrnit Cancel

Select File The signed document can be uploaded by clicking this icon

Progress The progress bar will indicate when the upload process is complete after you click Submit.
Comment A note can be added here on the uploaded signed document.
Submit Click on this button to upload the signed document and save the details entered in.

Upload Signed Document ®

Click here to view the original docurment
Select File | Mazimum size is 10MB
AuthorisationlLetter.pdf - 5.66K | Remove

Do not upload or share any coftent that infinges copyrights or
that you otherwise do not have the legal right to upload or
share.

Original File Mame:  Authornisafion Letter.pdf

Signed document has been uploaded .

After a signed document has been uploaded, the status of the document will change to
Signed.
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Authorisation Letter.pdf [ Signed ] R~ (O~
Yunl  Updated 030852011 11:58:41 By jwong@balcorpcom.ay | 56K
Pleaze sign this document.

11. Portal - Incorporations

11.1 Completing the Incorporation Data entry on
Portal

The Incorporations tab provides Portal users with the ability to input details of a new company,
which can then be sent from Portal to a Registered Agent using CAS to prepare the necessary
Incorporation Documents.

For a list of companies that you have incorporated, click on Incorporations.

Fund Selection | SMSF Establishment | = | Company Selection|1ncorparat\0ns - 'DD|S « | Administration | -

Incorporation List Information - BGL Test

(i ] Incorporation List Information

This page wil display sl companies that you have incorporated using this portal and the status of the registration process. Toincorparate & nevw Company, click on the [Mew Registration] button.

Mew Registration Edit Registration Delete Registration Refresh Export List @USB, Cuide '

Search Clear

Filter By: | &ll Registrations Pending Registrations Incorporated

Incorporation Hame Registration Date Status Created By Delivery Type Jurisdiction Document

For a Detailed User Guide click on the User Guide link from the tab highlighted in the image
above.

Click New Registration or Edit Registration to bring up the Incorporation Wizard. This will open
a new window or tab (depending on your browser).

If a new tab or window will not open when clicking on New, check that your web browser allows
for pop ups.

Note: Completed registrations that have been sent for lodgement, cannot be edited or deleted.

There are six sections, which will need to be completed, before forwarding the information to the
Registered Agent.

These are:
e Company Details
e Company Addresses
* Ultimate Holding Company
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« Officers
e Shareholders
e Other information (e.g. how the company is going to be governed)

Data Input } 5,4”2’ Options ﬁ.i;.u:u_-,uj & Lonfrmation| l Lodgement

Eaanais Simas What type of Company would you like to form?

@Propngtary Company - limited by shares
CProprietary Company - unlimited with a share capital

Conrasr ADDRESSES Will this company be registered as a Special Purpose Company?
Eno
Oes, 1t is a Superannuation Trustee Company.

Uirtuate Howoms Oes, 1t is a Home Unit Company

Oes, It is a Charitable Purposes (Not-For-Profit) Company.

Input Proposed Company Name
[+
L Proposed Company Mame Pty Ltd ¥ Check Avadablty
[] The company narne an registration will be its Australian Company Number (ACK)
SHAREHOLDERS

g Co  F m

Has the company name been reserved with ASIC using a Form 410 (Application for reservation of a name)?

@M, the name has not been reservad
OYes, the reservation number is

OTher Inrol L]
gb] ER INFORMATY - o

p pany name i ical to a registered business name(s)?

@ENa
Oes

Which State or Territory would you like the company registered in?

Please select ... e

@ e

Data is saved when Next is selected. The Next button is located at the bottom of the

Incorporations tab. The Status of that company will show as Incomplete if the company was

not sent to the ASIC agent.

Incorporation List Information - BGL Test

O Incorporation List Information

This page wil display all companies that you have incorporated using this portal and the status of the registration process. To incorparate a new Company, click on the [New Registration] button

Mew Registration Edit Registration Delete Registration rRefresh Export List @User Guide
Search Clear
Filter By: | &Il Registrations Pending Registrations Incorporated
Incorporation Hame Registration Date Status Created By Delivery Type Jurisdiction Document
BGL PORTAL Pty Lt 18M0/2011 Incomplete Portal Admin BUSTRALLS, View Documents

If you have completed all the six sections and the data has been sent to the ASIC agent for
review, the Status will show as Sent for Review. An email will be sent to the Admin Account
every time an incorporation is processed and the new company is sent to CAS.
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Incorporation List Information - BGL Test
© Incorporation List Information
This page will display all companies that you have incorporsted using this portal and the status of the registration process. To incorporate a new Company, click on the [MNew Registration] button
Mew Registration Edit Registration Delete Registration Refresh Export List QUSer Guide
Search Clear
Fitter By: | All Registrations Pending Registrations Incorporated
Incorporation Hame Ragistretion Status Created By Dalivary Jurisdiction  Document
ate Type
) jertest Portal View
EW COMPANY PTY LTD 0602010 Sent For Review |} Admin AUSTRALIA Documents

Current incorporation statuses are as follows:

Status Meaning

Incomplete Data entry has not been completed.

Sent For Review Data has been sent to ASIC Agent for review and Lodgement.
Prepared for Lodgement ASIC Agent has reviewed Company Data and lodged to ASIC.
Accepted by ASIC Certificate of Incorporation has been received by ASIC.
Rejected by ASIC Lodgement has not been accepted by ASIC.

11.2 Preparing the Company for Incorporation in CAS

Once a completed incorporation has been sent from Portal to CAS, the Agent will receive a Portal
Message in CAS with the subject Incorporation Final.

To read the notification sent to CAS, select Portal Messages located on the Portal tab.

Portal Messages

@ «E3X @2 @

Shiowy Read LY Fird
Date Received Skatus Zampany Departrment  Fram Subject
b [ 06/10f20104:12:13PM  Unread  Mew Company Pry Lk ALL Mew Company Pty Lkd  Incorporation Final

By double-clicking on the portal message you will have two options on how to process the
message:

() By selecting View, CAS will produce a summary to screen of the company. Once
you have reviewed the report if you wish to import the company and start the
incorporation process, click Process Message...
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& i | @

FromiTor: |New Caompany Pry Lkd

Subject: |Inu:u:urpu:uratiu:un Final

Pasted: |I:IE~,|'1III,I'2IIIII:I 4:12:13 PM

Department : |F'.LL

Status | nread e

Process Message... '| View ..

(i) By selecting Process Message..., CAS will take the Agent to the Company
Incorporations screen and the ASIC Electronic Company Registrations Declaration will
appear:

Company Incorporations - MEW COMPANY PTY LTD
@ 9P e

All Companies

Mame: Reservation Mo I:l Qj Ministerial Consent

Lewal Elements Pty Ltd Proprietary Limited Mo liskilitsy ML Mo legal elements

Constitution |Replaceahle rules v |

Occupier of Office | |

Applicant 91 x John Jones
Signatory 91 x John Jones
Information [z|

\‘i“) ASIC Electronic Company Registrations Declaration:
1 apply For the reqgistration of a company on the basis of the information in this Form 201 and any attachments. I have the necessary
written consents and agreements referred toin this application concerning the members and officeholders and T shall give the
consents and agreements to the company after the company becomes registered, The information provided in this application and in
any annexures is true and correct ak the time of signing,
If the company is & special purpose company:

1 DECLARE that this company is a special purpose company as defined under Regulation 3 of the Corporations (Fees) Regulations
2003,

T

Clicking OK will prepare the Form 201 and will also send any documents prepared to Portal.
These documents will appear in the Documents tab for the incorporated company. Once the
Form 201 has been prepared CAS will then load the Electronic Document Selection screen
where the Form 201 will need to be selected and lodged to ASIC.
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Form 201 accepted by ASIC

P Eplorer || @ Portal Settings (22 |
Portal Settings

GH & e

[E.tep 1—5e'l:t'|n.gsl Step 2 - Select Companies | Step 3 - Portal Folder Setup | Step 4 -Portal Configuration

Enakle Portal 7 v =3 Send Departments
Enable automated Portal meszages 7 W

Message interval - number of minutes 7

Avtomatically select newy companies to appear on Portal 7 W

Send Documents to Portal 7 Avutomatically Y Prompt

Under the Portal Settings tab if you have Prompt selected for send documents to portal, then
after the lodgement of Form 201, CAS will display the following message:

Confirm

an Incorporation Certificate has been received For MEW COMPANY OM PORTAL PTY LTD From ASIC, Would vou like ko upload this
dacurient to the Portal and natify vour client 7

Clicking Yes will send the Incorporation Certificate to Portal and a notification email to the portal
client.

Clicking No will not upload the Incorporation Certificate to Portal and the portal client will not
receive a notification email.
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If Automatic is selected under Portal Settings for Send Documents to Portal? then CAS will
send the Incorporation Certificate to Portal and send a notification email to the portal client.

The status in Portal will change to Accepted By ASIC.

Incorporation List Information - JEN TEST
[ ] Incorporation List Information

Thiz page will dizplay all companies that you have incorporated using this portal and the stetus of the registration process. To incorporste & new Company, click on the [Mew Registration]
button.

Mew Registration Edit Reqistration Delete Registration Refresh Export List @USB, Guide

Search Clear

Fitter By: A&l Registrations Pending Registrations Incorporated

Registration Delivery

Incorporation Hame Date Status Created By Type Jurigdiction Document
HEW COMPANY PTY LTD 702010 Accepted By ASIC ]EI‘ITE.S‘l Portal ALSTRALL Wi
Admin Documents

To make the company appear under Company Selection tab in Portal, the company will need to
be updated.

To update a company from CAS navigate to the Company Selection screen and click on the
Portal icon ﬁ from the toolbar.

Company Selection

v | ORX =5 | S8 0%

2 e 555 @]I

You can then select the companies you wish to update on Portal by ticking the box on the left
hand side and clicking ﬁ

@ @2 | e
Finet | @@

Company Mame
3 MEW COMPARNY PTY LTD

Form 201 rejected by ASIC

After Form 201 has been lodged but rejected by ASIC, the following message will appear:

Warning

'E ‘“Warning: & Rejection|Response has been received from &3IC for Incorporation Form 201 For MEM COMPARY PTY LTD, Do wou wish
L

ko nakify wour portal client ¥
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Clicking Yes will send a notification email to the portal client that Form 201 has been rejected.
Clicking No will not send any notification to the portal client.
The status in Portal will change to Rejected by ASIC.

If Automatic is selected under Portal Settings for Send Documents to Portal? then CAS will
send a notification email to the portal client that Form 201 has been rejected and change the
status to Rejected by ASIC.
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12. CAS - Forms and Documents

12.1 Pushing CAS Documents to Portal

CAS has the ability to export the selected document(s) from the print/export/validation screen
directly onto Portal. For Portal enabled companies, clicking on the export or print icon will validate
the document and give you the option to send it directly to Portal, ready for your clients to view.

Member/Shareholder Changes - NEW COMPANY REGISTRATI

@ g 2l e

E‘ Registers: ¥ Members VoAl One membg
W Optionholders Current
W Officers Dt Orodar
- ! | Resister o1 Export Options 3¢
= |1 | notment J
@l El_ Tranzfer Ji g
@l 1_ Directors b @ PDF
= [0 | Matice of b
@l | htembers h
= 0 | Members ¢ Word
gl | Transferor
= 2 | msic Form
@ 0| ¥ shars ¢ Excel =
W Printece
Signatory x Cancel
Signatary

Warning: Changes made to exported PDF, Word or
Excel files DO NOT wpdate your CAS database or

ApRICEion| e tronic document files.

Share Trar

Redemition

Maotices of Beneficial Ownership
Declaration of Trust

Letter

I oice

Dishurssment Invoice

ENENENENEN ENEN
CIEET=T=T=eTE]

Confirm

9P w'ould wou like to upload this document ko the Partal and notify wour client ?
-

The reports will automatically be saved in the Document Management and All Documents and
Forms screens. These screens and the messaging system will allow you to know at any given
time whether your Portal client has viewed or printed the Reports and Forms without having to
leave CAS.
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12.2 Pushing Non CAS Documents to Portal

Any document such as a dividend statement, invoice or letter can be securely pushed to Portal
ready for your client to view and print. The All Documents and Forms screen can be accessed
from the Ribbon Toolbar, under the Home tab.

In this screen, you can select the company for which to push the document up for and then click

D New.

Documents and Forms ®
& 2 e

Department | All | | Company Stetus | A1 v | Find |ed A companies: 85

Company Namme ~
DEREG COMPANY PTY LTD

DIE HARD PTY LTD

DUCK RIVER DAIRES PTY LTD

DURAN DURAN PART TWO PTY LTD

EDGE CHAMNGE SHEET 8 TEST 42 PTY LTD

EDGE CHANGE SHEET & TEST 43PTY LTD

FOREIGN AUSTRALLAN COMPANY PTY LTD

FORUM DENTAL SERVICES PTY LTD Select the company then
FRANK MATICH PTY LTD click on the New icon

Show | Al ¥ | Status |All b Documnents: 19
Date Form Year Dezcription ~
| ANMUAL COMPANY STATEMENT
09/08/2009 COMPANY REPORT
03/09/2009 35 RESIGN/REMOVAL OF AUDITOR

You will then need to select the file from your computer/server and complete the remaining
details. Once this is done, click on the Portal button.
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EX‘?&'

CompanyPerson Mame  CAS ADYVANCED TRAIMING COMPANY PTY LTD

Document Date 0 034201 1 = KeyiDue Date =

Document Mame |New Text Documerit |

Status Lewvel g RCWD SOURCE DiOC

Status Level Date 2000552011 =

Document Details

Document Filename ﬁ' KT EsourceDoc txt

Completion Date E x

The final step is to select the Folder on Portal in which you want the document to appear and
then click Yes to push the document.

Portal Process p 4

@ H

Portal Master Folder Other Documents:

Paortal Sub Folder Dividend Statements w

12.3 Checking Document Status

To check the status of a document which has been uploaded from CAS to Portal, click
Documents and Forms on the Home tab.

From the Documents and Forms screen you will be able to check if a document has been
successfully uploaded on Portal or if the client has actually viewed the uploaded

documents.
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Q=] | &
Show |41 v| | status [an v

Date: Form Year L Status Status Date
A
1211172009 COMPLETED PORT SENT TO PORT 121172009
26/11/2009 g :":ON;*EGSES“;“T REJECT ON PORT 261 1/2009
251172009 oo REJECT ON PORT 250172009
1203200 LODGED AND OTHER DOCLMENTS VIEW ON PORT 12032010
120872009 ;?QPSF%FE{TSEPT oMLY PREPARED 16022009
120872009 PREF FOR PORT oMLY PREFPARED 1602009
10/M 12009 PREP FOR SIGN oMLY SENT TO PORT 10012009
10/11/2009 g:‘:“gEgN 5 oMLY PREPARED 10112009
1203200 RCVD SIGNED DOC oy VIEW ON PORT 12032010
12032010 DIVIDEND STATEMENTS ONLY PREPARED 12032010
170320M0 MEWW Text Docurment SENT TO PORT 17032010

13. Portal Log in on your website

You are given a URL of a generic log in page which you can provide to your clients to log in.
You can also redirect users to this site from a link on your website.
Alternatively you can use a standard HTML Form login

The following example shows the basic codes required to add the form into a HTML Page.

<html|>

<body>

<form name="form_login" method="post" action="https://bglportal.com.au/login_check">
Username: <input name="j_username" type="text" class="edits"/><br>

Password: <input name="j_password" type="password" class="edits"/><br>

<input type="hidden" name="firm" value="Your Firm Short Name"><br>

<input type="hidden" name="returnurl" value="http://your return URL"><br>

<input name="btn_submit" type="submit" value="Sign in"><br>
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<a href="https://bglportal.com.au/login/resetpassword.html?firm=Your Firm Short
Name">Forgot Password</a><br>

</form>

</body>

</html>

Example 1 - Firm Theme (Add this HTML file to your own web site)

Replace Your Firm Short Name with your firm’s short name URL e.g. If your URL given was
https://bglportal.com.au/login/abc/ then your short name would be ‘abc’

The returnurl parameter must start with "http://" or "https://". This parameter is the web page that
Portal returns the user to when the click log out.

<html|>

<body>

<form name="form_login" method="post" action="https://bglportal.com.au/login_check">
Username: <input name="j_username" type="text" class="edits"/><br>
Password: <input name="j_password" type="password" class="edits"/><br>
<input type="hidden" name="firm" value="Your Firm Short Name"><br>

<input type="hidden" name="depart" value="Your Department Code"><br>
<input type="hidden" name="returnurl" value="http://your return URL"><br>
<input name="btn_submit" type="submit" value="Sign in"><br>

<a href="https://bglportal.com.au/login/resetpassword.html?firm=Your Firm Short
Name">Forgot Password</a><br>

</form>

</body>

</html|>

Example 2 - Firm and Department Themes Replace Your Firm Short Name with your firm’s
short name URL e.g. If your URL given was https://bglportal.com.au/login/abc/ then your short
name would be ‘abc’ Replace Your Department Code with the Department Code of the
Department e.g. OUTSOURCE

The returnurl parameter must start with "http://" or "https://". This parameter is the web page that
Portal returns the user to when the click log out.
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14. Data Connector Installation Instructions

DO NOT install the Data Connector:

o If you have not purchased Portal by BGL or have not
registered for the 30 Day Free Trial of Portal,

o Until you have installed the latest Versions of CAS and
Simple Fund.

Please read these instructions in full before
installing the Data Connector.
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Overview of Portal by BGL

Portal is a web based data access and client collaboration tool that is fully integrated with your
CAS and Simple Fund software.

The Data Connector is the software that facilitates the communication with Portal by BGL. The

Data Connector is installed on your server and automatically delivers documents to your clients
via the web and reminds your client to process documents. It also informs you when your client
has processed the document and automatically updates your BGL software document tracking

and management systems for all stages of document processing.

These instructions explain how to install the BGL Data Connector.

Click the below link to find out more information about Portal

http://www.bglcorp.com.au/products/other/portal/

Part 1: Before Installation

1.1 Ensure your CAS and Simple Fund software have been updated to the latest release.

1.2 Obtain you Portal Username, Password and URL from BGL.
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1.3 The Data Connector must be installed on the same server and Local drive as your CAS or
Simple Fund software. You will need to log in as Administrator to the server to install the data
connector. Ensure you have the Administrator user name and password.

1.4 DO NOT install the Data Connector on a mapped network drive.
1.5 DO NOT install the Data Connector more than once on your network.

1.6 If you use Terminal Services to access your CAS or Simple Fund software, the Data
Connector must be installed on the file server NOT the terminal server.

1.7 Install the Data Connector on the same local drive as the NexusDB Server Service. If you
have installed the NexusDB Server Service into C:\Program Files\Nexus then the Data
Connector should also be setup on the same local drive e.g. C:\Program Files\Data
Connector.

1.8 Check that the Nexus DB Server Service is running before proceeding with the installation of
the Data Connector.

If you are unsure of any of any of the items or receive an error at any stage during the installation
process, please contact BGL Support on 1300 654 401.

Part 2: New Installation of Data Connector

2.1 Log on to your Server Console where Nexus (database that runs CAS and Simple Fund)
is installed. The Data connector will not install correctly if installed on a workstation.

2.2  Login to the BGL Client Centre. http:/clients.bglcorp.com.au/ You will need your BGL
Client Centre Username and Password.

2.3  Select the Software Downloads then Portal Downloads.

24 Download the BGLPortalDataConnector.exe file from the website to a TEMP directory on
your Server.

2.5 Run the BGLPortalDataConnector.exe file
2.6 The BGL Data Connector installer will then open.

Click Yes then click Next >>
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2.7

Data Connector Installation Instructions

PORTAL by BGL Data Connector 11.3.512.386 () (s

Do you want to install the Portal
by BGL Data Connector?

The Data Connector is required to run Portal by BGL. It
should be installed on the same server that the MexusDB
server is located.

f* Mo

" Yes

|

The installer will look for the root directory location for your CAS and Simple Fund
software. If the installer does not detect the location or the location is not correct,
manually select the correct locations by clicking on Browse. For Simple Fund browse to
your SFUND folder and for CAS browse to your CASWIN folder.

Select the applications (CAS, Simple Fund or both) that are to use the Data Connector
and then click Next >>.

Portal

by BGL.

103 | Page



Data Connector Installation Instructions

F'DRT.&.L by BGL Data Connector 11.3.512.386

ortal

y BGL.

BGL Product Location(s)

Flease confirm product location(s) below:.

If locations are correct click Mext ==

If locations are not correct, click Browse and select the correct product
lacation, then click Mext ==,

Simple Fund Program Location

C:ABGLAPPSASFUMD Browse
CAS Program Location
C:ABGLAPPSACASWIN Pl
" Simple Fund
" CAS

i* Simple Fund and CAS

E «it Mt x>
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2.8 The installer will now determine if proxy Settings are applicable to your installation. If you are
not using a Proxy Server click No Proxy and Next>>. However if you are running a Proxy
Server and would like the installation to Auto Detect your settings please select Auto Detect
Proxy and Next>>.

PDHT.&.L by BGL Data Connector 11.3.512.386

ortal

y BGL.

Select Proxy Settings

* Mo Proxy
 Auto Detect Proxy
T Use Prosy

Priowy Details

Exit Mest =
N

2.9 Select the location to install the Data Connector. Click Next >>. BGL  recommends you
accept the default location. However, if the location is changed, ensure the location is on the
same local drive as the Nexus Server.
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FPDRTJ'-\L by BGL Da_ta Gu—r;nector 11.3% - “_H_ @J ﬁ‘
Enter the Data Connector
Installation Location

!E:'\\DataEDnnectDr

£ $Recycle.Bin (W

£ Apps i

] balapps

=1 dell b
I coog L‘

0|

2.10 When the installation is complete, the message below is
displayed. Click OK.

rPDRTf-\Lby BGL Dalannector 11.@ - hm] e
Installation Completed

PORTAL by BGL Data Connector has been installed in
C:vDataConnector

211 Start CAS or Simple Fund and log in to your program with a Supervisor user account.
2.12 CAS: log into CAS and select Portal Settings from the Portal group on the Portal tab.

2.13 Simple Fund: Log into Simple Fund and select Portal Settings from the Portal group on
the Help and Web Access tab.

2.14 On the Step 1 — Settings tab, select the Enable Portal? check box.
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Portal Settings

@Hd @ e

[Step l—Settings] Step 2 - Select Companies | Step 3 - Portal Folder Setup | Step 4-Portal Configuration

Enahle Portal 7 W EI@ Send Departments
Enable automated Portal messages ¥ o
Mezzage interval - number of minutes 7 1 E{

2.15 Select Step 4 — Portal Configuration tab.

2.16  Input your Portal Username and password provided by BGL.

DO NOT change the Portal URL otherwise your service will not work.

| Step 1 - Settings | Step 2 - Select Funds I Step 3 - Select Default Reports [5tep 4 -Portal Cunﬁgurat'mn]

[General] CAS |;| Third Party | Diagnostics |

Portal Account

User Mame ! ILIserll

Passwaord I******** Feload Settings

Weh Service Location

Push Interval | |1 E, Minukes

MaxLogSize: |20 |2 MBE

Service URL Ihttps:,l',l'l:uglpu:urtal.u:u:um.au,l'xmlservice,l'xmlservice

Change URL Clear History | Use Default

217 Click = save.

2.18

Next, start the Data Connector service from the Server Manager on your server.

To open the Server Manager click on Windows start 0 Select RUN O Type
“Services.msc” and OK.
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= Type the name of a program, folder, document, ar
Internet resource, and windows will open it for wou,

Qpen: :Er'-.-'in:Ee::.rn::n:

vl

l [ Cancel

H Browse. .. ]

In the list of services locate the BGL Data Connector right click and start the service.

Note: When the server restarts, these services will start automatically.

File  Action Wiew Help

E,, Seryver Manager

®2m 000 @ > nn»

T Server Manager (BGLSRYZ003)
3 Roles
& Features
_5_ Diagnostics
= 33'& Configuration
Task Scheduler
9 ‘Windows Fireveall with Adve i% the service
-_‘:93 Services
= WL Control

% Local Users and Groups

=5 Storage

BGL Data Connector Service

Description:
Needed for Bl Data Connector o
connect ko Porkal by BGL.

£ Services

|
\‘,‘);Appllcatmn Experie... Processes .. Started Automatic
Q;Appllcatmn HostHe... Provides a... Started Automatic
Q;Appllcatmn Informa... Facilitates ... Manual
Q;Application Layer G... Provides s... Manual
Q;Application Manage... Processesi. Manual
Q;AQtime 5 Service AQkime pro,.. Manual

MWarne -~ | Description Status | Startup T \AI

. Started Automatic |
Starked

Q‘;Background Intellig...
‘E}1Base Filkering Engine

Autornatic

0 Automatic
A Brvic B w. Started Automatic

Q;Certiﬁcata Propaga... Propagate... Started Manual

{,,‘J‘;CNG Key Isolation The CNG k... Manual

Congratulations. Your Data Connector should now be successfully installed and your BGL
application(s) is ready to communicate with Portal.

If no data is being sent to Portal please refer to BGL Wiki article 5249 located at

http://wiki.bglcorp.com.au/KB:Portal Data_Connector_-
No_data_being_sent_to_Portal_or_connection_issues

Please read the Portal User Guide for more information on how to get started with Portal by BGL.
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Part 3: Updating the BGL Data Connector

The Data Connector will automatically update in most cases. In certain circumstances we will get
you to run the Installer again which will update the exes.

Please note: If you are a Simple Fund client and run the latest Simple Fund update version
2010.1.1, this process will automatically update your Data Connector to the latest release. If you
have not run the latest update of Simple Fund or you use CAS please follow the steps below to
update your Data Connector to the latest release.

3.1 Log into your Server Console where Nexus and the BGL data connector are installed as an
Administrator.

If you have the data Connector running as an Application you will need to close the application.

3.2 Log into the BGL Client Centre - http://clients.bglcorp.com.au/. You will need your BGL Client
Centre Username and Password.

3.3 Select the Software Downloads then Portal Downloads.

3.4 Download the BGLPortalDataConnector.exe file from the website to a TEMP directory on your
Server.

3.5 Run the BGLPortalDataConnector.exe file

The BGL Data Connector installer will then open.

PORTAL by BGL Data Connector 11.3.512.386 =

Do you want to Update the BGL
Data Connector?

" Mo

* “Yes

Exit Mext »>

3.6 Click Yes then click Next >>.

3.7 The installer will now update your Data Connector to the latest release. Once complete click
OK.
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-
PORTAL by BGL Data Co

D =)
Update Completed

The PORTAL by BGL Data Caonnector has been Updated.
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Part 4: System Administrator Information

4.1 Problem: NO Data is being sent to Portal?

Please refer to BGL Wiki article 5249 located at
http://wiki.bglcorp.com.au/KB:Portal Data Connector -
No_data_being_sent _to_Portal _or_connection_issues

4.2 What is installed?

The following takes places during the installation process for the Data Connector.

1. The Data Connector Program file and database files are installed to the directory
specified.

2. The installation creates an alias for the Data Connector in the Nexus Database.

3. The Data Connector is added to Windows Services. The Data Connector uses the user
name .\ndbuser to log in. If you have changed the password for this account, you will
need to add the new password to the service properties.

BGL Data Connector Service Properties (BGLSRY2008) x

General LoaOn | Hecovel_l,ll Dependenciesl

Log on as

" Local System account

[™ Allow service to interact with desktop

¥ Thiz account: I.\ndbuser Browsze... |

Pa$sw0[d: I...............

E:Unﬁfm paSSWDId: I...............

Help me configure user account log on options.

Y¥ou can enable or dizable thiz service for the hardware profiles listed below:

4. The location of the Data Connector is added to the Windows Registry under
HKEY_LOCAL_MACHINE\SOFTWARE\Nexus

4.3 Optional Settings:

There are three optional settings System Administrators can use to configure the Data Connector.
These settings are found in the setup.cfg file located in the Data Connector program folder.

Option 1 - Service Mode Re-launch

Clients who use Simple Fund with Portal and wish to use the live report request function need to
run Simple Fund as a Service Application. It is possible to change the service mode frequency
which determines how often this services restarts.
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To change this setting, add the following line to set up.cfg file found in the Data Connector
directory.

Service Mode Interval=180

The default setting is 180 minutes. A setting of 0 will disable the periodic re-launch of Simple
Fund. Changing the Service Mode Interval to 0 is only recommended if the Simple Fund live
report request function is not used in Portal.

Option 2 - Query Timeout

The Query Timeout setting determines how long the data connector will query the Nexus
Database before timing out. If the Data Connector is unable to process database requests, then
the Query Timeout should be increased. The DataConnector.log file found in the Data Connector
directory will show any Query Timeout issues.

To change this setting, edit the following line in setup.cfg
Query Timeout=120

The default setting is 120 seconds.

Option 3 - Soap Timeout

The Soap Timeout determines how long the data connector will retry the web connection before
timing out. If the Data Connector is failing to send or retrieve data from Portal, the Soap Timeout
should be increased. The DataConnector.log file found in the Data Connector directory will show
any Soap Timeout issues.

To change this setting, edit the following line in setup.cfg which is found in the Data Connector
directory.

SOAP Timeout=600

The default setting is 600 seconds.

4.4 Proxy Server

If your Internet Connection uses a proxy server you need to add your Proxy settings to the
setup.cfg file found in the Data Connector directory. You will need to add the following three
lines:

Proxy=http://serveraddress:serverport

ProxyUser=username

ProxyPassword=password

e.g. Proxy=http://192.168.0.51:8080
ProxyUser=test
ProxyPassword=test01
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The Data Connector can operate in Debug Mode. To start the Data Connector in Debug Mode,
complete the following steps:

1. Stop the Data Connector service

2. Double click the DataConnector.exe file. This will run the Data Connector in application mode.

3. Double click the Data Connector icon in the System Tray.

The Data Connector real time log will be displayed.

o | Q@S S

File:

& 3

"E, BGL Data Connector (DEBUG) 11.3.512.34

0506/2009 12:33:22 PM
0506/2009 12:33:22 PM
0506/2009 12:33:22 PM
0506/2009 12:34:22 PM
0506/2009 12:34:22 PM
0Sf06E/2009 12:34:22 PM
0506/2009 12:34:22 PM
0506/2009 12:35:22 PM
0506/2009 12:35:22 PM
0506/2009 12:35:22 PM
0506/2009 12:35:22 PM
0506/2009 12:36:22 PM
0506/2009 12:36:22 PM
0506/2009 12:36:22 PM
0506/2009 12:36:23 PM

Mo changes.

Checking for server messages ...

Dane,
Push Standing Data ...
Mo changes.

Checking for server messages ...

Dane,
Push Standing Data ...
Mo changes.

Checking for server messages ...

Done,
Push Standing Data ...
Mo changes.

Checking for server messages ...

Done,

4.6 Changing Portal Configuration information

Usernames, passwords push interval, program (CAS and / or Simple Fund) locations, database
aliases and other configuration information can be changed in the CAS and Simple Fund Portal

Settings screens.

Important Note: If any changes are made to the Portal Settings or Portal Configuration
screen in CAS or Simple Fund, the Data Connector must be restarted.
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| Step 1 - Settings | Step 2 - Select Funds | Step 3 - Select Default Reports [Stap 4-Partal Configuration ]

[Genara] ] CAS |;I Third Party | Diagnostics |

Portal Account

User Mame : ILIser1|

Password : I******** Reload Settings

Weh Service Location

Fush Inkerval : |1 E Minukes

Max Log Size : |20 ME

=

Service LRL | Ihttps:,I',I'I:uglpcurtal.u:u:um.au,l'xmlservice,l'xmlservice

Change LRL Clear History | | Use Default

For further information on the installation process please refer to the Portal User Guides or
contact BGL Support on 1300 654 401.
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