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Hello, we're very happy to have you on board

We’re all about document collaboration. It's a simple concept with a simple goal. We help you work on documents with others by
connecting you to the people you work with, the documents you care about and the devices you use.

3 Sync @ Share Se Collaborate

Work together i
heough work tastar wih he help

Work wherever you want by adding When you’re ready to work with Have conversations together, mark up
your documents to Connect. They’'ll others, share your documents in a documents with comments and even
be accessible online, on your desktop secure workspace. compare versions.

and on your mobile.

2



O
f; Sync
Add files to Connect from a browser

The first step is to add files to Connect. You can do this from a browser or from Windows Explorer or Mac Finder. This page
explains how to add files from a browser. See the next page to find out how to add files from Explorer and Finder.

To add files from your browser, go to
my.workshare.com and select Folders.
®

Next, click the File icon.
®

Folders

Simple, secure file sharing

@ Most Recent « | | Y Find

L,J Select files from your desktop
®

——@ You can drag and drop files from your desktop
or click Select files from your desktop.

6 A maximum 2000 files can be added at one time. To add more, sync them using the desktop app (see next page).




O
f; Sync
Add files to Connect from the desktop app

You can add files from Windows Explorer or Mac Finder using the Workshare desktop app. The app brings all the functionality you
have online to your desktop, plus enables you to sync important files and workspaces to your computer so you can keep working
even when you’re offline.

To get the free app, log in to the web at my.workshare.com and go to the Download Center.

Your Workshare folder is @ Zm- Folders o ¢ To add files, go to your
here on your computer. Home.  Share  View ) Workshare folder,
@ v 1 ) User » Workshare » Folders v ¢ Search Folders P Se|eCt FOlderS and
The documents herg e - g R o = drag your files in.
Sync to ConneCt Thls B Desktop @ Client's Proposal 04/09/2015 18:09 File folder
means |f yOU add, update :—. 9 Worksh | @. Draft Documentation 04/09/2015 18:35 File folder
or delete a f||e |n e|ther @ Financials 04/09/2015 18:09 File folder
> Bl Desktop ject Sunrise 04/09/2015 18:09 File folder
the Workshare folder or
L ———
Connect, it will be added, a o ,
updated or deleted in the Al = |
other location too. re e '
4 items =)

® \When afile or folder is synced
4 to Connect, it displays a green
checkmark.
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f; Sync
Access your files, wherever you are

Now that your files are in Connect, they’re available from a browser, your desktop and your mobile.
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¢ Online > 1 On your PC or Mac |
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On your mobile
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You'll always have access to Your files are available from the Workshare With the Connect mobile app, you
Connect from a browser. folder on your computer. When you open a can collaborate on the go.
Simply go to my.workshare.com file from the Workshare folder, it opens in its
native application so you can edit it. The iPad and iPhone app is free for
you and anyone you're working with
Get the desktop app for free from the to download from iTunes.

Workshare Download Center.



@ Share

Choose a workspace that’s right for you

Workshare enables you to create secure spaces that go beyond simple file sharing. When you’re ready to work with others, think about
what kind of project you’re working on and choose the type of workspace that fits your project best. All types are equally secure.

Folders Groups Deals
Project Sunrise RIJECHSUNSEL Project Sunset
3 CONVERSATIONS Y FILE @ mEMSE ORE ~ DOCUMENTS CHECKUST
i ProsctSunise
e : = o: , Checkiist Folders Folder A: Corporate Agreements
D Dran gocuments ‘d B Resp.  Statwn Latest Version
._ . Py B Finance Agreamants A :::;::;n.- MDS e Note | View A Acht Hiew Vernion | Detaie
—"f“f“““'f‘“ A2 Option Agreement MDS  Hew Nete! View 44
— @ Eig;ﬁiéf::nespveudsheemaspulrmomc\ﬂdam When do you think you can A z:::::‘?:d::w MOS  Now Note| View At
(’l @Lucy | have the data you need. Il upload it to the group | ‘
Folders are familiar, structured Groups are perfect when you need Deals are spaces designed to manage
spaces that are ideal when you'’re a place to evolve documents rapidly. legal transactions. Deals are available
working with clients or you need a Groups give you an area for as an add-on for Connect. For more
more static place to share or conversations and @mentions, information, see the Transact
publish documents. allowing for more dynamic workflows. Getting Started Guide.



@ Share

Create a folder

Folders provide a layout that’s familiar to many people. This makes Folders an ideal choice when you’re sharing documents
with clients or you need a more static place to share or publish documents. They can be used to create client extranets if
needed. If your account has been branded, your folders will display that branding.

To create a new folder,
click the Folder icon.

To access Folders, go to my.workshare.com
and select Folders.

[ ] [ }
Search Q Elizabeth Morris Ea] v
rolders (&) Workshare
=
] ] o ®
Name (A-Z) ~ Allfiles ~ Y Find &) &1 B = @
3 Received Workshare Covtnecx for Desktop
1 Folder 12 Fies oy
N Sent
All your folders are here.
| NE—— ©
Shared folders are blue and , e Gt
) E—: Project Sunrise Last Activity
private folders are yellow. ‘ WNED Y ME ) - 2 Folder 4 Fls
P 01. Policies & Procedures
!11 ) = (1) Manage connected apps

Folders you own are
labelled Owned by me.

T

Acquisitions

WNED BY M 4 Folder 10 File

Draft Documents

WNED BY M 1 jer 8 Files



@ Share
Add files to a folder

When you first create a folder, it will be empty. Add as many files and folders as you like.

Click the File icon.

]

Q‘ Most Recent ~ \ ‘YFmd el &1 Bfﬂ:?'

[ selectfiles from your desktop

Add files to get started

1) You can add files to any folder you own. If a folder has been shared with you, you can only add
files if you’ve been given permission to do so in the folder’s Settings.

2) A maximum 2000 files can be added at one time. To add more, sync them using the desktop app
8 (see page 4).




@ Share

Add members to a folder

Once you’ve added files, you may want to share the folder. People sharing a folder are known as folder members. Members are
able to upload files, download files and add other members according to the folder’s settings. If you create a subfolder, it will inherit
the parent folder’'s members by default. If needed, you can adjust a subfolder’s members so they are different from the parent folder’s.

Project Sunrise
Add a description

@  Project Sunrise

u

To share a folder, click Members.

Most Recent ~ Y Find

0O

Draft documents

Added by Elizabeth Morris - 0 Folders 4 Files
Scope of work pdf

Added by Elizabeth Morris - 15.18 KB
Share Purchase Agreement.pdf

Added by Elizabeth Morris - 18251 KB

Budget pdf

Added by Elizabeth Morris - 46.9 KB

FOLDER ACTIVITIES

Folder members

Settings CD'

° Add members

com o | [ jeremy. com © | Edlucy.woo@britz com ©

com @ & charlatte com o

& A=

£

J

Work together

Get through work faster with the help of others

Next, type one or more email addresses and click Add.
These people are now members, and an email invitation
with a link to the folder will be sent to them.

0 You can view a folder's members at any time. Simply click Members to see who's sharing your folder.




o
Bl Folders

Share a folder with a link

Share link is a more personalized way to add members to the folder.

B 0 v ¢ & H = 0. Policies & Procedures on Workshare - Message (H...
Project Sunrise Members  Settings MESSAGE  INSERT ~ OPTIONS ~ FORMATTEXT  REVIEW
Share link -
Add a description & ] -n-D A lcaion < <A A | b oAtachFie IS q a
Protect Paste a o . Tags  Zoom Appsfor
Files [# signature~ - Office

Woarkshare Clipboard = Basic Text ] Include Zoom Apps ~

o - To. || ‘
=1

- Draft documents cen | | |

= D Send

Added by Elizabeth Moris - 0 Folders les .
Faded by Exzabelly Morrie= 0 Foldaes 4:F% subject 01, Palicies & Procedures an Workshare |

@  Project Sunrise

Most Recent ~ Y Find

Scope of work pdf

2 ¢ bl el i 201 30 4 5 B Feo 8191 100 11
Added by Elizabeth Morris - 15.18 KB
Hi
Share Purchase Agreement.pdf

p I have shared 01 Palicies & Procedures with you via Warkshare Connect.

O ;'—:1 Budgetpdr g‘t‘t(uks:’i:vtx:;sas;e com/#folders/suA-53-fenBbG nv
Added by Elizabeth Morr 469 KB Thenks
» FOLDER ACTIVITIES
First, click Share link. An email will open with a link to the folder in

Workshare. The email will come from you. You can
add a personal message before sending the email.

When an email recipient follows the link, they’ll be

10 added to your folder as a member.



@ Share

Secure a folder

You control what people can do with your documents and how they can be accessed by adjusting the folder’s settings. If
you create a subfolder, it will inherit the parent folder’s settings by default. If needed, you can adjust a subfolder’s settings

so they are different from the parent folder’s.

Project Sunrise Members

Add a description
NOTIFICATIONS

Nobty owner when a member frst accessed he folder

@ ProjectSunrise @ ves O e
£ MostRecent ~ ‘ ‘ Y Find & & BE Access coNTRoLs
Member can add people - D05 1ot apoly © AN
Draft documents
@ - st nov @ ves Owne
Added by Elizabeth Morris - 0 Folders 4 Files
Members need to 10g in 1o view the foider
a =3 Scope of work.pdf i ans ® e O e
Added by Elizabeth Morris - 15.18 KB
P (e Share Purchase Agreement.pdf minutes ag

Added by Elizabeth Morris - 182.51 KB
FILE CONTROLS - ooz not asply 2 aaming

| Budget.pdf minutes ag|
Members can downioad fles

-/ Added by Elizabeth Morris - 46.9 KB
' @ ves O re

Mambers can add and remove fles

» FOLDER ACTIVITIES @ ves O e

Members can add new versions of fles

@ ves O ne

Adjust the settings as needed and click Apply. The settings
will be applied to all members of the folder and to members
of subfolders inheriting the parent folder’s settings.

First, click Settings.

0 To determine whether a subfolder will inherit the same settings as its parent folder, go to the subfolder and
click Settings. There is an option called Use the same settings as the parent folder.
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@ Share

Create a group

Groups are spontaneous collaborative spaces that are perfect when you need a place to evolve documents rapidly.
Groups give you an area for conversations and @mentions, allowing for more dynamic workflows.

To access Groups, go to my.workshare.com To create a new group, click New.
and select Groups.

All groups @) New ‘

(=) Workshare

Project Sunset

Project Sunset ey

Project vy

Cé CONVERSATIONS

(D

Weekly meeting - 10 Sept.

Starta conversation

<

® Oider

Lucy, Im looking to you to sort the financials - there's a flaw in the one sent re: performance
YEARS. Looks like the spreadsheet was pulling in old data. When do you think you can
upload the new file?

Richard Braxton

Il have a look at this now. Give me an hour.
Lucy Woo

All your groups
are here.

Richard Braxton

<

@ That's great thanks!
s

B | Financial Summary - Project Sunsetdoc
Ok, Il make the changes

‘ Elizabeth Morris

12




@ Share
Add files to a group

When you first create a group, it will be empty. Add as many files as you like. The steps are similar to adding files to a folder.

To add files, first go to the Files area.

®
(Z) Workshare
Project Sunset
@ CONVERSATIONS [ FiLES @ MEMBERS = MORE ~
L J
&
0| MostRecent + | | ¥ Fing & & BE
8 Financial Summary - Project Sunset.doc T
=== Added by Richard Braxton - 130.5 KB O C||Ck the F||e |Con
o= Pitch - Project-Sunset..pptx
] Added by Richard Braxton - 135.05 KB
a Checklist - Project Sunset.pdf

Added by Richard Braxton - 167.6 KB

o You can add files to any group you own. If a group has been shared with you, you can
only add files if the settings enable you to do so.
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@ Share

Share a group

Once you’ve added files, you may want to share your group. People sharing a group are known as group members.
They share all files and subfolders in the group. They’re also are able to upload files, download files and add other members
according to the group’s permissions.

Project Sunset

C® CONVERSATIONS FILES @ MEMBERS

The steps to share a group are similar to
sharing a folder.

© Add members

ADMINS

To share a group, go to the Members area and
click Add Members. Then type their emalil
addresses and click Add. An email invitation will
be sent with a link to the group.

@ Elizabeth Morris
r"’l elizabeth.morris@mintons.com

Attorney, Minton Dresden Stafford

Lucy Woo
J}  lucy.woo@mintons.com
9 Partner, Minton Dresden Stafford

MEMBERS

Richard Braxton
richard.braxton@mintons.com
Senior Partner, Minton Dresden Stafford

il
4

G

o You'll notice that some people are members and some are
admins. Admins have greater control over the group —
there’s more information about these permissions on the
next page.

When a group is first created, the group owner is the only

14 admin. They can promote members to admins as needed.




@ Share

Secure a group

You control what people can do with your documents and how they can be accessed by adjusting the group’s permissions.
The group’s permissions apply to all members of the group. Group admins always have the right to add or remove files,

add version and download files, regardless of the permissions set.

(=) Workshare Permissions
Project Sunset
ACCESS CONTROLS
© Yes Members can add people O No
@ CONVERSATIONS M FILES @ MEMBERS = MORE ~
O © Yes Can be shared by link O No
«, Share
@ = dd members
P DOCUMENT CONTROLS
ADMINS «) Leave group
Members:
3 Elizabeth Morris €= Deleia group
elizabeth. morris@mintons.com . © Can add or remove files

Attorney, Minton Dresden Stafford

\
Lucy Woo
Il lucy.woo@mintons.com
».fw Partner, Minton Dresden Stafford

MEMBERS

Richard Braxton
richard.bradon@mintons.com
Senior Partner, Minton Dresden Stafford

[l
<

(O cannotadd or remove files

Admins can always add or remove files
© Can add versions
O Cannot add versions

Admins can always add new versions
@) can download files

O Cannot download files
Admins can always download files

- JIE

Adjust the access controls and document controls
as needed and click Apply.

First, click More and select Permissions.
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@ Share

Have group conversations

Anyone can post to the conversation to share an idea with the group. It's a great place to discuss how the work is going and
understand what will happen next to the document. If you need to get someone’s attention, just tag them with @ and they’ll
receive an email notification to let them know they’ve been tagged.

.! I Start a conversation...

® Older

Lucy, Im looking to you to sort the financials - there's a flaw in the one sent re: performance
YEARS. Looks like the spreadsheet was pulling in old data. When do you think you can
upload the new file?

Richard Braxton

Il have a look at this now. Give me an hour.
Lucy Woo

Richard Braxton

e That's great thanks!
2
b

@Lucy | have the data you need. Il upload it to the group|
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Q Collaborate

Make comments and reviews

Whether you’ve shared a document in a folder or a group, everyone can see the most recent version and people’s feedback in
the document preview. Simply click a document to preview it.

Go back to a previous version and its comments
or compare two versions to see what’s changed.

Download the file to work on it and upload the new version when it’s ready.
People sharing your workspace will be notified about the update.

Financial Summary - Project Sunset.doc

.. Version1 ~ Added Aug 26 2015 by Richard Braxton

1] O®xBOEE

WidgetSoft Inc
Financial Summary Fiscal Year 2005 Q4

Widget Adoption Drives 43 Percent Year-Over-Year Annual Revenue
Growth in Q4 FY 2005.

In the fourth quarter of fiscal 2005, WidgetSoft achieved record revenue of
$284.5 million, compared to $187.6 million reported for the fourth quarter of fiscal
2005 and $230.7 million reported in the third quarter of fiscal 2005. On a year-
over-year basis, this represents 20 percent revenue growth. WidgetSoft's fourth
quarter revenue target range, revised upward on October 26, 2005, was
$200$211 to $300$321 million.

Hidden:
White:
Small: ..

GAAP diluted earnings per share for the fourth quarter of fiscal 2005 were $0.45.
Non-GAAP diluted earnings per share, which does not include investment gains
from the Company’s venture program, were $0.44. WidgetSoft's revised GAAP
and non-GAAP fourth quarter earnings target range was $0.40 to $0.43 per
share.

GAAP net income was $113.5 million for the fourth quarter of fiscal 2005,
compared to $83.3 million reported in the fourth quarter of fiscal 2004, and
$104.5 million in the third quarter of fiscal 2005. On a year-over-year basis,
GAAP net income revﬂ[as 31 percent.

WidgetSoft's Board of Directors declared this quarter’s cash dividend of $0.0125
per share, payable on January 11, 2005, to stockholders of record as of
December 28, 2005.

It was also declared that John Smith who has been on the board for a number of
years is too old for this position and will be stepping down immediately.

1 7 An ordinary resolution was passed to agree directors’ fees payable in aggregate
< o

_~{Comment [3511: Good point ~ 1 agree

.....

Comment [JJ2]: One point increase
demonstrates growth o investors

|

Download ~

Comments Details

[] Page 1

Add newversion NN
History

O Lucy Woo
I know it's only a summary but | think we should

increase the range to 5 years.

7 days ago

@ Elizabeth Morris

Ok, Il make the changes

7 days ago
Reply Edit Delete

Elizabeth Morris

Click here to type a comment

!

Mark your suggestions and reviews.
If you want, you can even comment
right on the page. People sharing
your workspace are notified about
your feedback.



(?) Find out more
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¥ Knowledge base

For step-by-step instructions
to use these features

workshare.force.com/knowledgebase

¥ Technical support

If you have any questions,
get in touch

workshare.com/support
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