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Run deals the right way

Automate the transaction process so your deals move faster and more securely.

Create the deal Exchange drafts

A1 Snars Purchase Agresment

. Execution Version T s

......

Designated from Versi

Set up an online workspace The workspace becomes the
based on the documents checklist primary way to exchange deal files,
and invite participants. eliminating email overload.

Close the deal

Bible Version

aaaaaaaaa

a—=®

Create final version

Closing the deal is ordered and
organized so you can quickly
prepare closing binders
(or “bible versions”).

Get started...



@ Create the deal
Access the deals area

When you have an internet connection, you can access your deals — wherever you are.

Log in to my.workshare.com or open the Workshare desktop app
and select Transact.

®
Search Q Elizabeth Morris ‘1 v
MINTON
Transact DRESDEN
L e d workenaces for laual deals )
My deals Sorthy: Lastaccessed by me ~
— NAME CREATED BY LAST ACTVITY
Project Sunrise Elizabeth.Morris MintonDresdenSt 1 hour ago .—. Your aCtIVe deals are
available here. Select a
Project Scarlet Elizabeth Marris MintonDresdenst 5 days ago d CP I
' ) eal to work with it.
L9 I 1 Acquisition of Key Investments (North) Limited

H Elizabeth.Morris MintonDresdenst... 5 days ago

o Create new deal

e |f you want to start a
new deal, click here.

3 We’ll begin by starting a new deal. Click Create new deal...



@ Create the deal
1. Name the deal

When you create a new deal, you'll be asked to set up the deal’s structure. This includes giving it a name and
indicating which parties and documents will be involved.

The first step is to give the deal a name.

Project Sunrise| ‘ Create Deal Cancel

e When you’ve given it a name,
click Create Deal.

0 As creator of the deal, you have Admin status, which means you can invite people to join the deal and edit the checklist.




@ Create the deal
2. Create a new checklist or replicate an existing one

After you've created your deal, you'll be asked whether you want to create a new checklist or replicate
an existing checklist.

To create a checklist from scratch, click Create a new checklist.
®

Proiect Sunrise To replicate a checklist from
) another deal, select the deal,
then click Replicate selected.

®
© cCreate a new checklist

Or replicate a checklist from an existing deal below I

NAME CREATED BY
1 Acqguisition of Key Investments (Morth) Limited Workshare Ltd o—
Project Scarlet Workshare Ltd

Replicate selected



@ Create the deal
3. Name the parties

The next step is to name the parties to the deal and give each one an abbreviation that will be used to identify it
in the documents checkilist.

Enter the names of each party to the deal. Give each party an appropriate abbreviation that the deal
participants will recognize. Names and abbreviations must be unique.

Project Sunrise

Create Checklist

PARTIES FOLDERS DOCUMENTS

Add the parties to the transaction documeants

Falma Pariner Investments Limited Buyer

Brite Holdings PLC Parent
Erite Investments Limited Seller
Brite Investments UK Limited Target
Northwind Bank PLC Lender
Minton Dresden Stafford MDS
: 3 When you’ve finished adding the

parties, click Continue.




@ Create the deal
4. Name the document folders

Now create folders to contain the documents for the deal. Each folder should represent a different section of the
documents checkilist.

Enter unique folder names
appropriate for the deal.

®
Project Sunrise
Create Checklist
RTIES FOLDERS DOCUMENTS
Add category folders for the transaction documents
Corporate Agreements
Finance Agreements
Security Agreements
IF Agreements
Forms and Resolutions
)
When you’ve added all your
—

folders, click Continue.




@ Create the deal
5. Enter the details of the documents

Now that the folders are set up, name the documents that will go in them and indicate which parties will sign the documents.

@ Enter a unique document name. ¢

Create Checklist @

DOCUMENTS Select the next folder
e and add its docg ment
@ Add parties to the document. names and parties.
Folder A: Corporate Agreements ~ (@ o
If you want to allocate
responsibility for producing -
drafts of the document, use " e Ao )
the Responsibility field. g Buyer) (Sotie
Responsibility is optional.
A2 39;:3;:\” Option Agreement =
D G
You can add a description A

or requirements for the a @ oocumenr New Shareholders Agraement for Target
document. These are

optional fields that are
available under

Show additional fields. @©

' PARTIES: Buyer @ Seller @ Target @

'F‘ESFGNS\E\UTY: MDS

, =+ Show additional fields

¥ You can move a document fo a different position in the folder by using the button to the left of the document name Goto Deal

When you’ve completed all the folders, click Go to Deal. Your documents checklist
8 is finished. You can start inviting participants and uploading files.



@ Create the deal
Set up status labels

Deal admins can apply status labels to documents to help deal participants keep track of how each document is
progressing in the deal. By default, there are four status labels available: Satisfied, Agreed form, Incomplete
and Outstanding.

To change which labels and colors are available for your deal, click == Deal actions = at the top of the deal
and select Set up labels.

Document status labels

Set up document status labels for this deal

The following status labels are available in your documents checklist

J; e To edit the text of an existing label,
satisied click Edit. Enter the new text and
click @.
) e Toremove an existing label,
Add text to the labels below to make them availahle CIICk Remove
e To add a new label, click add text
in the color of your choice. Enter the

text for the label and click @.

Close



@ Create the deal
Invite participants

Project Sunrise

N
Current Participants
Name Organization
Elizabeth Morris Minton Dresden Stafford
Larry Grisham Minton Dresden Stafford
Richard Braxton Palma Partner Investments
N

To invite others to join your deal,
click Participants.

PARTICIPANTS

0 Invite new participants

You'll see a list of those who
currently have access to the deal.

Email Role (7)
Elizabeth.Maorris@... owner
Larry Grisham@m member  =-
Richard Braxton@ member =

= charlotte_jones@northwindbank.com x ( Ejonas_herzhog@brite_com x

Click Invite new participants.

Only users with Admin status
can send invitations.

Add the email addresses and
click Invite.

An email invitation will be sent
to each of the addresses.

Pending invitations will be shown

below the Current Participants.
You can cancel invitations.

10

ﬂ To give a participant Admin status, click the =¥ menu next to their name and select Grant admin rights.




@ Exchange drafts

The documents checklist

The documents checklist is the principal screen lawyers use to exchange and organize draft agreements

throughout the course of the transaction.

Navigate between folders. See who has signed the document.

Project Sunrise

Q Folder A Corporate Agreements

Checklist Folders A1 Share Purchase Agreement

| A: Corporate Agreem... Description

B: Finance Agreements

C: Security Agreements
D: Commerical Agree...
E: IP Agreements

F: Forms & Resolutions LB T S5
| Execution Version

Designated from Version 2

TIMELINE DOCUMENTS CHECKLIST FINAL VERSIONS

Elizabete Morris, 06 Dec 2016, 135

PARTY LIST

Parties

+ Buyer
+ Seller

212 parties signed

PARTICIPANTS

Responsibility Requirements

MD&

Schedules Add new

View a document’s status and notes.

MINTON
DRESDEN
STAFFORD

= Deal actions ~

a»

Status notes =~

Comments close by Wednesday, (@—————————

please.
El
06 De

Hide files (&)

T~ Schedule 1 (consideration) - V1 draft Delete
Elizabete Morris, 06 Dec 2016, 13:36

Signature pages Add new
T Seller D

Elizabete
72| Buyer Delete
ENabete Marris, 06 Dec

06 Dec 2016, 15:55

13:52

11 View a file by clicking its name. From the file view, you can save the file or print it.



@ Exchange drafts
Upload draft documents

The documents checklist initially appears without any status labels, status notes or document versions.

® Add a status label.

A1 Share Purchase Agreement + Add Status a >
Description Parties Responsibility Requirements Status notes
Buyer MDS Add a new note @ ® Add a status note
Seller .
0/ 2 parties signed
Hide files (&)
Latest version Add new T Schedules Add new
® Upload the first version
Comments files Signature pages Add new Of a docu ment

Vv

A1 Share Purchase Agreement |E| |E‘
Description Parties Responsibility Requirements Status notes =~
No description added Buyer MDS Comments close by Wednesday, Everyone part|C| pat| ng |n
Seller please. .
N Elzabete o, your deal will be able to
see the document version
R @ and the status.

Latest version =~ Schedules Add new

B | Version 1
Elizabete Morris, 06 Dec 2016, 12:43

No files added

Signature pages Add new

Comments files Add new No files added

12



@ Exchange drafts
Upload new versions

Once the first draft document is uploaded, you can continue updating it.

® To update the status label,

Folder A Corporate Agreements

select it.
A1 Share Purchase Agreement incomplete v AN TREY
Description Parties Responsibility Requirements Status notes v (@ —() TO update the StatUS note’ Se|eCt
Buyer /Wi .
SE‘}IEF MDS Cc.ammz.ams clos.;e by Wednesday NeW NOte from the menu.

0/ 2 parties signed

Hide files (&) .
Latest version =~ . Schedules Add new ® TO upload a neW VerSIOn Of the
o document, select Draft Version
izabete Morris, 06 Dec 2016, 12:43
T from the menu.
DRAFT FILE ignature pages Add new

- ¢ You may also want to include a
T TR comparison of the new version
against the previous version.

COMPARISON
verionadded To automatically create a
""""""""""""""""""""""""""""" DeltaView comparison, select

__________________________________________________________ Automatically generate a

© or select a fle from your deskiop comparison against previous

version added.

Ml | O To upload a comparison, drag
and drop it from your desktop.

Comments files Add new

13



@ Exchange drafts
Manage document access and view previous versions

You can change which participants have access to a document at any time as well as see all related documents,
comments files and previous versions and status updates.

To manage participant access and view
A1 shars Furchaze Agreement e~ JEN BE all the information relating to a document,
Description Parties Responsibility Requirements Status notes =~ — H H
click the arrow next to it.
Buyer MDS Comments close by Wednesday.

Seller pl

0/ 2 parties signed

! o The About Document tab summarizes
- Manage access . .
About Document the latest information about the document.
Status History Related Files
’ The Version History tab lists all historical
Gommentby coce Wedneadaypleace, = versions of the document.
Buyer RESPONSIBILITY MDS
o The Status History tab lists all historical
LATEST VERSION B Version2 Elizabeth Morris, 08 Nov 2016, 16:34 = Status notes for the document.
TA Version 2 Comparison Elizabeth Morris, 08 Nov 2016, 16:34
e @ The Related Files tab provides a place for
B you to upload and access any related files.
R ;r::;e_umu:cunsmerauon],\n draft Elizabeth Morris, 08 Nov 2016, 16:37 Delete The Man age access Optlon at the top
e allows you to specify who has access to

the document.

14 0 To quickly get to a document’s Manage access options, click | & | next to the document in the checklist.




15

@ Exchange drafts
The timeline

The timeline provides a chronological feed of every activity within the deal. It records file uploads and deletions,

status note additions, and participants joining or leaving the deal.

Email notifications are sent to all participants in respect of each activity (unless they are turned off by the
individual participant).

Project Sunrise

TIMELINE

Timeline

Date/Time

06 Nov 2015,

06 Nov 2015,
06 Nov 2015,
06 Nov 2015,
06 Nov 2015,
06 Nov 2015,

04 Nov 2015,

15:45

1541

15:41

15:41

15:19

1517

10:52

Document

A1

A1

A1

A1

A1

A1

Share Purchase Agreement

Share Purchase Agreement
Share Purchase Agreement
Share Purchase Agreement
Share Purchase Agreement

Share Purchase Agreement

Activity

Mew status note added by Elizabeth Morris: "Version 2 has heen uploaded with a comparison agains

1. Comments by close Friday please.”

A Version 2 Comparison added by Elizabeth Morris

B | Version 2 added by Elizabeth Morris

= Version 2 Comparison added by Elizabeth Morris

Mew status note added by Elizabeth Morris: "Comment by close Wednesday please.”
EL: Version 1 added by Elizabeth Maorris

Project Sunrise created by Elizabeth Morris

MINTON
DRESDEN
STAFFORD

t Version




@ Exchange drafts
Export the documents checklist

You can export a copy of the documents checklist as a PDF or Word file at any time. Simply select Export checklist
from the Deal actions menu on the right-hand side of any screen and choose your preferred file format.

More information about the Deal actions menu is available at the end of this guide.

- Project Sunrise - Document Checklist as of 19-10-2016 14-19 UTC.pdf - Adobe Acrabat Pro DC -°
File Edit View Window Help

Home Tools Project Sunrise - D.. % @ Sign In

@B RQA|[OO ) N PWOO w=x- ERAT O L

Project Sunrise
Checkiist as of 13 October 2016, 14:19 UTC

Ref  Document name / description artie Responsibility ‘Status notes Latest Version

A Comorate Agreements

A1 | Share Purchase Agreement O Buyer MDS Comments by closs Wednesday Version 2 Outstanding
please.

O Seller
]

A2 | Option Agreement O Buyer MDS Seller to provid on V3 by ion Version Agreed
O Seller close on Friday. form

A3 | New Shareholders' Agreement for Target B Buyer MDS This document has bee signed off Execution Version Satisfied
B Seller

B Target .

B Finance Agreements

C  Security Agreements

D 1P Agreements

E Forms and Resolutions

Page 3/4

16



@ Exchange drafts
Edit the documents checklist

As someone with Admin status, you can edit the documents checklist at any time. Simply click the Deal actions
menu available on every screen and select Edit checklist. You can then edit the parties, folders and documents
of the deal by selecting the appropriate option from the top of the page.

For example, you can make the following changes to documents in the checklist:

Amend a document’s name. Add or remove patrties. Delete a document, or
PY move it to another folder.

le—e

Al DOCUMENT Share Purchase Agreement ‘ N
NAME
PARTIES Buyer @ | Seller @ [ J
RESPONSIBILITY: MDS

=+ Show additional fields

— i A2 DOCUMENT Option Agreement =-
NAME
PARTIES Buyer || Seller
RESPONSIBILITY MDS
[

Change the order of a document within
a folder. Use the handle to pick up the
document and drop it in the correct place.

0 Removing a document also removes related versions and related files.
If you may need this content later, instead of deleting the document,
17 create a folder named “Deleted Documents” and move the document there.




@ Close the deal
Execution versions

You can use the documents checklist to organize and exchange execution versions.

Folder A Corporate Agreements

A1 Share Purchase Agreement incomplete v EETHEE]
Description Parties Responsibility Requirements Status notes =~
Buyer MDS Comments close by Wednesday,
Seller pleas
0/ 2 parties signed : “eh
Hide files (&)
Latest version =~ Schedules Add new
This version T~ Schedule 1 {consideration) - V1 draft Deleie
06 Dec 2016, 13:29 Elizabete Morris, 06 Dec 2016, 13:36
Designate the current Edtversionles prisan
version of the document Delete Version e L
as the execution version. @———® oesignateas > | Execution Version
Add New Final Version
Draft Version
Upload a new version of @———-® excution version
the document, which will Final Version
be designated as the pent +Add Status al >
execution VeI’SiOI’]. DEsTription Parties Responsibility Requirements Status notes

18
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@ Close the deal
Closing files

You can also use the documents checklist to organize any schedules and signature pages.

A1 Share Purchase Agreement

Description Parties
+ Buyer MDS

Seller

112 parties signed

Latest version =~
TA| Execution Version
Elizabete Morris, 06 Dec 2016, 13:52

Designated from Version 2

Responsibility

incompiete v N BEE

Requirements Status notes =~

Comments close by Wednesday,

Hide files ()

Schedules Addnew @
T~ Schedule 1 (consideration) - V1 draft Delete

Elizabete Morris, 06 Dec 2016, 13:3

Signature pages Add new @

SIGNATURE FILE

™
Seller signature. pdf

ASSIGNED PARTY

I Buyer
1#| Seller

Upload Cancel

T~| Buyer Delete

Elizabete Morris, 06 Dec 2016, 13:52

Upload schedules.

Upload signature pages.

When a participant uploads a signed
agreement or signature page, they
can indicate which party signatures
are contained in the file by selecting
the relevant assigned party.

If they do, the relevant parties are
ticked off automatically so

you can see at a glance which
signatures have been uploaded.



@ Close the deal
Final versions

When you're ready to post the closing binder (also known as the “bible version”), you can choose whether you’d like
to use Workshare’s bespoke PDF tool to create a new final version or whether you'd like to upload a pre-existing
version from your computer.

Folder A Corporate Agreements

A1 Share Purchase Agreement g >
Description Parties Responsibility Requirements Status notes =
+ Buyer MDS Comments close by Wednesday,

Seller please

Designate the current version e Lo

of the document as the Hide fles @)
Upload a new version of the o | [ OemEes . ::I;u:e[ws Add new

document, which will be Add New Final Version ® Elizabe Dec2 2

designated as the final version. ———@Fiaiversion
i) Cre:ate Final Version

Create a new final version ©
with Workshare (see next page).

20 0 The execution version needs to be uploaded before you can use Workshare to create a final version.
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@ Close the deal
Create final versions

You can create the closing binder (or bible version) using Workshare’s bespoke PDF tool. Select the menu next to any document
in the documents checklist and click Create Final Version. You'll be redirected to the screen below. The execution version of the
document automatically forms the basis of the final version, and individual pages from the signature pages and schedule files can

be inserted.

Select signature pages
and schedule files
from the documents
checklist.

Drag pages from the signature/schedule preview into the final
version on the right.

To drag the whole file into the final version, choose Select all.
To select multiple pages, hold down Ctrl as you click them.

Hover over a page to
zoom in on it or delete it.

To rearrange a page,
T drag it to the new place.

A1 Share Purchase Agreement

Add the required pgges to the final version below

SCHEDULES Schedule 1 (consideration) - V1 draft Final Version

Selectall Selectall

SIGNATURE PAGES B b

Buyer

Seller 1 2 1 2 3 4

You can drag unwanted — | & = -
pages from the final : . . : i -
version into the trash. ;

To recover pages you've =  —
removed, click the trash.

i . d :

When you’re happy with
the final version, click
Create final version.
¢® It will appear in the
Final Versions screen.




@ Close the deal
The Final Versions screen

The Final Versions screen provides a place for users to view all the final versions of the transaction documents
following the closing of the deal. All final versions uploaded to or created in the documents checklist appear here.

FINAL VERSIONS PARTY LIST PARTICIPANTS = Deal actions

Checklist Folders Folder A: Corporate Agreements

A: Corporate Agreements
Document Parties Final Version

B: Finance Agreements

A1 Share Purchase Agreement (1) Seller > Final Version Elizabete Morris, 06 Dec
C: Security Agreements (2) Buyer 2016, 16:51
D: Commerical Agreements A2  Option Agreement (1) Seller 5 Final Version Elizabete Morris, 06 Dec
(2) Buyer 2016, 16:58
E: IP Agreements ter B viBEs
E Forms & Resolutions A3 New Shareholders’ Agreement for Target (1) Seller T Final Version Elizabete Morris, 06 Dec
(2) Target 2016,17.02
(3) Buyer
A4 New Articles of Association for Target 7> Final Version Elizabete Morris, 06 Dec
2016, 17:40
A5  Disclosure Letter (1) Seller T Final Version Elizabete Morris, 06 Dec
(2) Buyer 2016, 17:41

22



@ Close the deal
Download all files

When the deal has closed, participants may want to download the deal files from Workshare to store locally.

Selecting Bulk download from the Deal actions menu provides you with the option to download all files uploaded
to the deal or all final versions with the option to include a hyperlinked index to each file.

= Deal actions -
Export checklist

Bulk download
Bulk Download

Edit checklist

Invite new user Select the files you would like
* Allfiles presently added to Project Sunrise
Final versions only
Delete deal include a file index
DEAL STATUS
Download Files Cancel
Setup labels

Status summary

MOTIFICATIONS

Emails m

23



@ Getting around
The Deal actions menu

The Deal actions menu appears in the top right-hand corner of each screen.

== [Deal actions «

Download a Word or PDF version of the e—e Export checklist

documents checklist that can be printed.
Bulk download @e———— Download a zip folder of all files in the

documents checklist or all the final versions.
Edit the documents checklist. ———@ Edit checklist

| © Admins only. |

Invite new user #e—————= Shortcut to Invite new participants.

| ©® Admins only. |

Regular deal members have the option e——e

to leave the deal.
Delete deal e—————0 Delete the deal. All files will be deleted and

the deal will not be recoverable.

| @ Members only. |

DEAL STATUS | © Admins only. |

Add or remove status labels and change e—e Setup labels

the existing label text or colors.
| Stafus summary e————=@ See a summary of the status of all

documents in the deal so you can
understand the number of documents
currently at each stage of the process.

| © Admins only.

MOTIFICATIONS

Users can turn email notifications on or ®——e Emails m
off for each deal. By default, notifications
are turned on.

24



