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1. PORTAL LOGIN

1.1 Login via an email invitation

If you are a new user, you can access Global Portal only after you have been invited to it by your BDO
contact. You will receive an email invitation which you need to accept to be able to log in to Global
Portal. A sample email is provided in the below screenshot.

Please note:  Global Portal sends emails for notifications on projects where you are added. The
email address these notifications are coming from is: No-reply@portal.bdo.global.
Please add this email address to your safe recipients list.

BDO Global Portal: Invitation to BDO Portal & B rullscreen ¥

BDO

Dear Erika Edwards,

We are pleased to welcome you to the EDO Global Portal, the online collaboration

workspace for interacting with L L = I8

Your user name to login is: r5.0clientuser1@mail.com

Flease open this link in a browser to accept your invite:

portal.bde.global

Thank you for joining the BDO Global Portal, if you have any guestions please

refer to your contact alm

BDO

You are receiving this email because of your settings
within the BDO Global Portal.

v

To accept the invitation, click the portal.bdo.global link in the invitation email and type in your email
address in the authentication window.
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|IBDO
Sign in

R5.0ClientUser! @mail.com

Can't access your account?

Through this page you are signing-in into a BDO
Global IT application. Do not share your sign-in
credentials. Contact servicedesk@bdo.global for
support.

e If you are using a Microsoft account, enter your email and password.
e If you have a non-federated account such as Gmail, Hotmail, etc., the login process requires a
one-time password (OTP). This one-time password (or “account verification code”) is sent to
your email and you need to use it to log in. A new verification code is generated on every visit
to Global Polrtal.

I
Your BDO 0365 GP QA EMEA account verification code L U
= BDO 0365 GP QA EMEA (via unt-security " microsoft.com) Fri, Oct 9, 2020 4:36 pm

To:you  Detalls ¥

BDO 0365 GP QA EMEA
Account verification code

To access BDO 0365 GP QA EMEA's apps and resources, please use the code below for account verification. The code will only work for
30 minutes.

Account verification code:

19904207

If you didn't request a code, you can ignore this email.
e If Multi-factor authentication (MFA) is enabled for the tenant you are accessing, you need to
complete additional authentication steps, such as entering a code from your Authenticator App
(Microsoft Authenticator recommended) or receive a text message or a phone call.

Note: Multi Factor Authentication (MFA) is a digital security method enabled in some locations: you
will be prompted during login to authenticate using your registered device. In some cases, a
user is requested to complete MFA twice, this occurs when your account has its own MFA setting
activated. This is the expected behaviour so please continue to log in as usual. If you want to
review or change your account's MFA settings, Vvisit Microsoft's secure page
https://aka.ms/mysecurityinfo. Please reach out to your BDO contact, if you need further
assistance with MFA.

1.2 Login via the landing page
E IBDO Global Portal AvomGiooaiPoral  Festwes  Comat  FAQ  Links | jou e (-]

Dansk

=]
(-}
o-
=]
(-]

BDO Global Porti®

One location with all the information
you need

® 0000
e e o000
e 0o 000
e o 000

D

Visit https://portal.bdo.global. Enter your email address and click the Log in now button. You will be
redirected to the BDO login and authentication page where you need to log in with your email and
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password (see above). Refer to the FAQ section for troubleshooting login issues or guidance on
getting started.

Tip:  Add https://portal.bdo.global to your bookmarks for quicker access.

Please reach out to your BDO contact, if you experience any login difficulties. Alternatively, you can
submit the Contact Us form on the page to contact the BDO Global IT Service Desk.

2. WELCOME PAGE

You have logged in from the Global Portal Landing page, so what's next?

If you are assigned to more than one Portal, the Welcome page appears. It lists the Portals you have
access to in the left-hand black sidebar. See a summary of your tasks in the Task status and Tasks
dashboards.

& :&_t)
@ Select Portal Global Portal o 0
Hi, welcome Erika Edwards O

<7 Pinned Portals

Ancint 42 Smole VB to your Global Portal

o o 27,2004 : The Task Overview shows all tasks that are assigned to or owned by you, their status and information are
shown. Portal Progress is displayed by the progress bars for pinned portals in the left list, pin/unpin
Harmony Analytics H Portals to compare them.

o Recently visited Task status © Clear filter 2.~ Tasks @
Due date :
[ ] List of Survey Q... Sep 15, 2023 Roadshow 5.3 Tax Project ]
Delivered [ ] Multiple Choice ... Sep 22, 2023 Roadshow 5.3 Tax Project B
8/10 : ;:;255(1 Survey questions ~ Sep 22, 2023 Roadshow 5.3 Tax Project (]
sdfgsdig Feb 29,2024 Roadshow Q4 2...  Audit 12 312021 B
[ ] Trial Balance Mar 28, 2024 Roadshow Q42  Audit12312021 [
Pinned Portals progress @
@ = Legend
Anoinfra 4.2 Smoke VB BDO Korea - Old 3 r ]

If you have access to only one Portal, you will be directed to the Portal’'s Home page (see below).

You can navigate back to the Welcome page by clicking the red Global Portal logo in the left upper

corner of your screen.
Click on a Task name in the Tasks area to open the task and deliver the requested information.
Use the doughnut diagram in the Task status area to filter tasks by their status.

If you are assigned to more than one portal and you wish to open a specific portal, click the Portal
name in the black sidebar on the left.
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You can refine the list of Portals using the search field. Please note
that the single quote (') character in the search keyword is not
supported.

Select Portal

Search

Note: On the right side of each Client Portal there is a notification bell
%> Pinned Portals indicating the unread notifications count for that Portal.

You can pin up to 5 Portals in the black sidebar that will then show
in the Pinned Portals section. Pin and unpin portals via the three dots
menu next to each portal name.

2.1 Tasks status dashboard

The Task status dashboard shows only the statuses that are assigned to you. If you have tasks
labelled as "Open" and "Overdue,” you'll see only these two statuses. If you have a task that's marked
as "Completed,” then the dashboard displays just that one status.
Task status @ Clear filter &
® Not Started
Open

® In progress

Delivered

91/111 1 ® Completed

Returned

® Rejected
@ Overdue

TASK STATUS NAME TASK ACTION

Not Started The task Start Date is in the future

Open The task Start Date is in the past

In progress When 1 or more file or comment is added (Request Task) OR not all assignees

have completed their actions (Signing, Approval, Action Tasks)

Delivered All information has been provided and the Deliver button was selected.

Completed The information provided in the task satisfies the Request Task and the
Complete button has been selected OR when all assignees have completed
their actions (Signing, Approval, Action Tasks)

Returned When the information provided does not satisfy the Request Task
Rejected When any of assignees rejected the task (Signing, Approval, Action Tasks)
Overdue When a task is not completed, and the due date is in the past

The Clear filter button clears all selections in the Task status and Task dashboards — all tasks are
shown.

© Brussels Worldwide Services BV 2024 8



2.2 Tasks dashboard

The Tasks dashboard shows a task list with the following columns: Status - a coloured bubble
(hovering on the bubble shows the status name), Task, Due date, Portal, Project, Type, Role - as icon

Owned o

or Assigned @'.

Click a Task name to open the task.

Tasks @

Status o

2.3 Pinned Portals dashboard

The Pinned Portal dashboard shows data for

Pinned Partals progress O

Portal
donotremove API January

ZivileMauricijuje

B Test Portal Demo DD Rename 0305

Justo Portalas n.2

Anainfra VL 01.18 MAUR

Task title s Due date

2023 Change Man... Sep 30, 2023
2023 Change Man... Nowv 30, 2023
Trial Balance Jun 25, 2024
USA Tax Return Jun 25, 2024

Task?

Portal v Project v Type $ Role ¢
BDO Portal Busine..  Change Managem... ]
BDO Portal Busine..  Change Managem... ]
Anoinfra 4.2 Smok...  Audit 12 31 2023 B e
Anoinfra 4.2 Smok...  Audit 12 31 2023 gz e
Anoinfra 4.2 Smok...  Sundowning B o8

portals you pinned for quick access via the black sidebar.

Member firm
2022 02 07 Lucky Portal BDO Mauritius & Co.,
BDO Mauritius & Co..
BDO Mauritius & Co.,

BDO Mauritius & Co.,

BDO Mauritius & Co.,

ess @ i= Legend

78 D G G
M D (D S—
12 S D —

13 G

a . G

The coloured pills are ordered left to right depending on the status of tasks. The size of the pill
corresponds to the number of tasks with this status.

Click on a pill to view the tasks with this status within the portal.
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3. PORTAL HOME PAGE

SR 6 P
BDO Global Portal H iights  Docums Exchange NextGen  TOMM s t3amue- L0 €55 €

BDO Contacts

My tasks [ QT —
= L] i 8 25,202 Audit 12312023
3 ) [ ] USA Tax Ret 25 2024 a4 300 Insights

Quicklinks

N IENEEES

Documents Team Exchange Next My profile
management Gen

16 May 2024

Test 722 fix

PREVIOUS NEXT

3.1 Black sidebar icons

Under the red Global Portal logo in the upper left corner of the screen you can find the search button

. Pressing the magnifying glass icon opens the black sidebar where you can search for Files in
Documents and Tasks in Exchange Next Gen.

Click the sidebar toggle button to expand the black side bar and navigate to other portals.

Click the feedback button E on the bottom right corner to submit your feedback and
recommendations for improving Global Portal.

a1 9 8 C

How was your experience using BDO Global Portal

Feedback message

0/500

Feedback Cancel Send

3.2 Main Navigation menu
The main navigation menu on the top part of your screen is customizable and contains:

1. Links: Home, Documents, Projects, Exchange Next Gen, custom links

BDO East Africa

E BDO Global Portal Home  Documents Projects Exchange Next Gen  BDO Global Network BDO East Africa Website Jotamika inc 0 Z KM
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2. Text block with navigation information: Firm name, Portal name, Project ID

BDO East Africa Firm name
BDO Portal Business Team Portal name

3. lcon menus: Notifications Bell icon, Lightning Bolt icon and Profile photo circle icon. The
menus under these icons contain key options for managing your personal settings,

a. Click the Notifications Bell icon to review all changes made to your projects and tasks,
such as new users added, files uploaded etc. Under the Options menu, you can select
Mark all as read, set your Notifications preferences or Expand notifications and
open a page to sort and filter by notification type.

B East Africa
BDO Portal Business Team [:]

Notifications @ Options *

Maria Meta added to PR1 -, Mark all as read |

BDOAdmMIn User0T remove Mofification preferences

EMO202 - gnoinfra IP Porta
Expand notifications

Document Approved.docx has been uploaded - 1

anainfra IP Portal EMOS02

b. Click the Lightning Bolt icon to access the Team management page. If you have
been added as a Client Admin user, you can manage your team’s access to specific
portals and projects.

EDC Korea - Cild
ancinfra IP Portal EMO902 0 7

Team management

c. Click the Profile photo circle icon to access your Personal settings, revisit Virtual
tour, Coaching, Terms and Conditions or Log out. Please note that this menu is
customizable and options may be different.

3.3 Welcome block and BDO Contacts

If the Welcome block is set up on the page, it appears on the left side of the home page. Information
about your BDO contact(s) is displayed in the right top corner. Select the icons to the right of the
person’s name to view phone numbers and email addresses.

© Brussels Worldwide Services BV 2024 11



3.4 Home page dashboard

Each Portal Home page shows a My tasks dashboard. The dashboard lists the tasks to which you are
assigned. Use the sort and filter buttons on each column to find a specific task.

n Pokyny Documents Projects Exchange Next Gen TOMM BDO Global Network BDO East Africa Website

BDO Contacts
Welcome to BDO Portal

The BDO Global Portal is BDO's online collaboration platform to allow BDO Professionals to engage with their clients

more effectively and manage work more efficiently through it's built in features and extendable options. @ _ & =

Please see the virtual tour for further information around how the 800 Portal can enhance your client engagement

experience
My tasks @ Clear filter & Insights
Status & Title 7 Due date - Location S
b4
® PY tax return - AU May 19, 2023 Requirements Gathe... i@
N
[ 2023 Change Manage..  Sep 30, 2023 Change Managemen
No Insights available.
[ ] 2023 Change Manage..  Nov 30, 2023 Change Managemen
i= Legend

3.5 Quicklinks

The Quicklinks block appears under the dashboard and can vary per portal. Links in this block can
direct you to apps within Global Portal or to external tools or pages.

Quicklinks
Documents Team Exchange Next My profile

management Gen

3.6 Insights

Information appearing in Insights is extracted from the BDO Firm website. Click the See all insights
link to display a page with more articles and options to set your preferences.

INSIGHTS

April 1,2020

INSIGHT: Online diensten aanbieden tijdens de cor..

PREVIOUS NEXT

SEE ALLINSIGHTS >

© Brussels Worldwide Services BV 2024 12



4. GETTING STARTED WITH DOCUMENTS

To access documents such as your financial statements, tax returns, letters, or other deliverables from
BDO, select the Documents menu and see a list of projects and folders. Navigate to a particular
project using the navigation on the left-hand side.

Note: The Documents library maybe turned off, if your BDO contacts are sending you task requests
in Exchange Next Gen (see below). Use the library to download files or to collaborate on files
with your BDO contacts. If you need to fulfil a specific task, navigate to Exchange Next Gen
where a similar document tree is presented

4.1 Documents structure
On the Documents page you can view files on a portal or project level.

Project folders that were created in Exchange Next Gen are read-only (marked by the lock icon) and
no upload is possible via the library. If you need to upload files and your permissions allow it, use the
portal or the project level folder.

IBDO Global Portal Home Insights Exchange Next Gen TOMM

BDO USA Deliverables

~ W Client Portal documents o Filters
v @ Audit12312023 e

v Exchange Next Gen Select all

~ I BDO USA Deliverables
Exchange Next Gen

> USA Tax Return
USA Tax Return &

w Tax Requests e o

~ Trial Balance
Uploads

Files from BDO

o Portal level folder (crown icon) e Project level folder (pad icon)

e Subfolders under a project File area where you can drag and
drop new files or folders.

4.2 Upload a document

If upload is allowed, the red Add button appears in the top right corner of the file area. Select an
option from the Add button menu or drag and drop documents in the file area.

© Brussels Worldwide Services BV 2024 13



®
«
>

BDO Global Portal Home Insight m Exchange Next Ger TOMM

Audit 12 312023

~ Wi Client Portal documents Filters

~ W Audit12 312023
Exchange Next Gen Delet Move 8  Sort
BDO USA Deliverables Exchange Next Gen

USA Tax Return

Uploads

You can upload single or multiple documents and folders. Only one document with the same name
can exist in a folder. A document which is being uploaded cannot be selected, edited, renamed or
deleted. The options to perform document action appear only after the upload is complete.

4.2.1 File upload limits

e 30 files are the total amount of files which can be uploaded via File Select or Drag &
Drop function at once.
o 2GB is total size of files which can be uploaded at once.
e 2GB is maximum allowed size of a single file for upload.
It is not recommended to upload more than 5000 files or folders into a single folder.
Currently supported file types:
.pdf,jpg,.png,.gif,.zip,.rar,.txt,.doc,.xls,.ppt,.docx, xlsx,.pptx,.gme,.eml,.msg,.vsd,.vsdx,.html, xsl,.xml,.previe
w,.xslt,.jpeg,.xlsm,.htm,.docm, xps, .mp4,.7z,.log, xIm,.pptm,.zipx,.csv, .qbw, .qgw, .gba, .qbb, .qbm, .qbx,
.sdb, .sdw, .sai, .saj, .abk, .aga, .agacc, .agaccbackup, .agacctransfer, .agex, .agexbackup,
.agextransfer, .qdf, .sie, .se
While uploading a document, you can continue working with other files.

4.2.2 Characters support in file names

e English alphabet is supported

e Norwegian alphabet is supported

e Hebrew alphabet is supported

e File names cannot contain any of the special characters: " *: < >7?/\ ~|. If the
upload contains the characters, an error message is displayed and it is not possible to
proceed.

e Each document name must be unique per the parent folder. A validation message is
displayed if a duplicate named file is uploaded.

e A Document name must be between 1 and 100 characters.

4.3 Manage access to a document
4.3.1 Read-only

Setting a document to Read-only mode means that all users ¢ test1- Copy (9)-d°c><@‘ Read only
can only view the file, without the ability to edit it. This ‘
ensures that the document remains unchanged and #5 testi-Copy{{0)doct &

accessible for viewing by everyone.
4.3.2 Manage Access

The access to a document or a folder can be restricted by managing its access to a select amount of
people. Only the users with access can see, view, edit, receive notifications and remove the managed
access. An Access restricted icon (lock) appears next to restricted files.

Two types of restricted files and folders can be applied: restricted access applied directly to the
file/folder and access inherited from the folder or folders this file/folder is located in.

© Brussels Worldwide Services BV 2024 14




s FOLDER D o

Manage access ©

Click the Manage access button to open a new modal window to set
accesses. Two toggles appear:

Selected folder

e No restrictions: removing access restriction, any user who
has access to the Portal/Project can see/edit the files.
e Assign access: assigning access restrictions, and any users —
who have access to the Portal/Project can be set to receive 800 User02 >
managed access to the folder. ol et

The user who is managing the restricted accesses for the folder, cannot ‘

remove themselves from the list. When a folder gets its access ocx @ t Access restricted
. o . . . AR 8]

restricted, it is marked with a lock icon. :

Any files and folders inside this restricted folder inherit the parents’ restrictions and can only be reached
by the user with explicit access. Unlike the folders with restricted access, the inherited access folder and
files do not display a restricted access icon.

4.4 Edit a document

Documents that were uploaded directly to the Documents library, can be edited if this is allowed in
your project settings. If you can open the documents in your browser via the online M365 apps, you
can edit, and your changes are automatically saved.

If viewing files online is not supported, an option to download the file appears.

Manage documents and properties via the options next to the Add button or under the Ellipsis

button

Delete ] Move &) Sort Tl Download L Add @

®
Copy link address
Edit name
Move
Download

Delete

© Brussels Worldwide Services BV 2024 15



4.4.1 Delete files and folders

Files and folders can be deleted, if they are not read-only. Deleted files and folders are moved to the
recycle bin where they stay for 90 days. Files and Folders can be restored to the original directory or
permanently deleted.

> VAT 2021Q2 VAT 2021 04

, VAT 2021G3 Recently deleted documents @

v VAT 2021 Q4

v Docs

User guides VAT 2021 Q4/Docs

E:i] EDO Global Portal - Solution Architecture-5.11 VAT 2021 Q4/Docs
Tasks

4.5 Documents & Tasks

If a document in the list is linked to an open task, such as a

Signature or Approval request, you'll see a task icon next to it. To t@ ®
view the task details, hover over the icon. Clicking the icon will take —

you to the task on the Exchange Next Gen page, where you can ®
complete it if it's assigned to you. Documents associated with & i Lingines-mal

completed tasks will display a green bar next to them, indicating ! (@
their completion status.

4.6 Search documents

@ Search

—
—

Q do

Q

@_ Files in Documents

Portal guides - 7. Documents and
archiving_CLIENT.docx
Porta

Portal guides - 4. Tasks_CLIENT.docx
Portal

Portal guides - 1. Onboarding and first
login_CLIENT.docx
Porta

Portal guides - 2. First steps after login and
set up_CLIENT.docx
Porta

@_ Tasks in Exchange Next Gen v

Nothing found
Please change or specify your
search

You can search for specific files from any location on Global Portal. Insert the search term next to the
Search icon. Folder names do not appear in search results.

NOTE: New Files and Tasks need to be indexed by the system after each change. This may take between
a few minutes and 24 hours.
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4.7 Breadcrumbs (file paths)

A breadcrumb is a graphical control element used as a navigational aid in user interfaces. It allows
users to keep track and maintain awareness of their location in the directory.

» Im > TAXREQUESTS > TRIAL BALANCE > UPLOADS

Uploads

Filters

Select all

%7y Trial Balance

= Example Trial Balance.xlsx &

Only the last three folders are displayed (closest to the current directory). The rest are in a list under
the drop-down.

© Brussels Worldwide Services BV 2024
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5. TASKS AND EXCHANGE NEXT GEN

Click the Exchange Next Gen option on the main navigation menu to manage and deliver tasks in
your portal.

The Exchange Next Gen app provides a secure site to upload your documents combined with
interactive dashboards to monitor any deliverables you and your team still need to provide.

You can view dashboards to see which tasks are overdue or outstanding. Each project has a view
allowing you to monitor tasks and document requests by type, including filters by due date or
assigned to.

@ |BDO Global Portal " gt m - » 7 o
R Anoinfra 4.2 Smoke VB
o e ———
> W TaxRequests Exchange Next Gen
‘ 3 B o il
5.1 Status dashboard
@ Not started
This dashboard has two elements — a “"doughnut” diagram and a list of Open
statuses. ® inprogress
. . . Delivered
The size of each piece represents the proportion of each status by tasks count. 7/50 ® Completed
. . . Returned
To the right of the doughnut you can see the list of available statuses. Select ‘ _——
each status name to filter the tasks in the Task type dashboard. ! Sueris
5.2 Task type dashboard Tasktype
It works in the same way as the Status dashboard. Exceptions are listed 7
beIOW: Milestone
. . . 59 ® Signing
1. List of task types with the final order and colours: * Approval

2. Hovering on a piece shows the name of type in a tool tip ® e
3. Theright side is filled with names of the task types
Dashboards are interactive to each other in reverse order as well.

5.3 Project progress dashboard

This dashboard is linked with “Status” dashboard directly, showing statistics on a Project level and has
3 columns: “Projects”, "Tasks” and "Progress”.
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EXCHANGE NEXT GEN

55rp
View Filters @
List Calendar Status v Type ~ Assignee
Status Task type
1} Survey
@® Not started M ':A?:E“Ztnone
Open 119 .
119 @ Signing
o s o xovoa
@ Request item
@® Cooperate
Project Progress
Projects Tasks Progress
next 79 D
pro 40

Y

N O
Due date Follow ~ hT4
About
Welcome to

Exchange Next Gen

Exchange Next Gen is the
centralised hub for all your
collaboration between Client and
BDO.

:= Legend
L]
G

In the Projects column you can see all Projects to which you are added to and will be listed out under
“Client portal tasks". If a project does not have tasks, it will not appear in the Projects column.

Numbers in the Tasks column show total (one number) or selected count of tasks (2 numbers divided
with "/") in the same logic as per numbers inside status doughnut.

The Progress column displays a pills chart. The Pill is not shown, if there are zero tasks in the
particular status and the Project line is not shown if no tasks in the project or no tasks left to show

after filters applied.

It is possible to use pills dashboard grouping functionality by Meta data for Project/Client portal tasks
level by choosing either a project or Client portal tasks, opening Overview view and hovering above
the pills dashboard. The default grouping by "Task group" is displayed. According to the chosen
grouping option, table title & first column will be the same as chosen grouping option.

e on the left side of the pills are showing count of total tasks within selected type
e hovering shows only that type of status statistics

5. Sorting is not affected
6. User can sort filtered results

5.4 Dashboard Filters
Filters @

Status s Type e

Assignes

A

Due date

Follow A T4

Select a status by clicking on the Filters area. Choose the needed status by clicking on it. Multiple

selection is available.

The Clear button

resets all selected statuses. The button is greyed out if no filters are applied.

Please note that the filters are kept while changing dashboards between projects, portal level and

Client Portal tasks.
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Note: After filtering data by any master filter described above, the master filters are kept while changing
the dashboards’ view (to Overview, List or Calendar).

5.5 List view

Click the List button to display Tasks in a table.

Home Insights Documents Exchange Next Gen TOMM Custom navigation 2

EXCHANGE NEXT GEN

KB Korea Portal 11 08

. View Filters ©
Overview Calendar Status v Type

Tasks Editview g5 Clear filter

The columns within the table are:

v

Status ndex % Title Q  Project ask group
[ ] 1 Signing task - Grupe

[ ] 1 Approval task - Grupe

[ ] 3 Signing task 2 - Grupe

[ ] 3 Approval task 2 - Grupe

[ ] 5 Appprove - Grupe

[ ] [ Grupe - Grupe

[ ] 7 Taskas pachekinimui - Grupe

® 8 Be grupes

Assignee

Due date

Nov 8, 2022
Nov 8, 2022
Nov 8, 2022
Nov 8, 2022
Nov 8, 2022
Nov 10, 2022
Nov 10, 2022

Nov 10, 2022

=] Follow v

66660606006

e Status — status of the task displayed as a bubble with a status colour and status name

e Index
e Title —title of the task

e Due date — due date or extended due date (if the is one) value

e Project — project name to which task is assigned to

e Task group —task group to which task belongs to (if a task does not belong to a task group, the

non

symbol is displayed)

e Task type (Request; Action; Approval; Signing; Milestone)

e Actions if a task is:

a) Restricted/unrestricted: restricted tasks are displayed with the eye icon

b) Flagged/Not flagged: flagged tasks are displayed with the flag icon

c) Exported/Not exported: exported tasks are displayed with arrow icon.
By default, all tasks in the table are sorted by Due date from older to newer.

Click the Edit view button to change the appearance of the table.
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List view preferences ©

List layout

iy

Column configuration
Status
Index

Title
Description
Project O
Task group
Start date
Due date
Type
Actions
Entity
Period end
Other grouping
Location
Assignees

Owner

: @D
i @D
e |
: @D
: @D
e |
: @D
i @D
i @D
i @D
i @D
i @D
: @D
i @D
e |
e |

Access

Reset default Cancel @

Change the order of the columns by dragging each column title up or down and click Save.

You can always switch the view back to Regular by using the toggle or clicking on the Reset default
button.

5.6 Calendar view

If you choose the Calendar View, a default monthly view appears. Switch from monthly to annual view
by using the radio button on the top left corner.
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EXCHANGE NEXT GEN

55rp

Ll

View Filters ©

Overview List Status v Type v Assignee v Due date Follow '

June [ 2024 < > Jun2024 Year

Su Mo Tu We Th Fr

01
@ survey ed ® 10000 survey lin...
® Survey assigned

02 03 04 05 06 07 08
09 10 1 12 13 14 15
16 17 18 19 20 21 22
® reject
sign
23 24 25 26 27 28 29

30

Note: The Calendar view depends on the date filter applied, i.e. if the filtered period is within a
single month, the month is shown. If the filtered period is between a few months in the same
year, the year is shown, which includes the filtered period. If the filtered period includes 2 or
more years, the first year of the period is shown.

If a task does not have a due date, it is not displayed in the Calendar view. In cases where multiple
tasks fall on the same day or month, a full task list can be accessed using a scrollbar.

6. TASK TYPES

There are the following types of Tasks:

e Request Items
e Actions/Milestones

e Survey

e Cooperate
e Signing

e Approval

When tasks are grouped by projects, which is the default setting, they are sorted in ascending order
by index. Tasks that have an index appear at the top of the list, while tasks without an index are placed
below the indexed tasks for easy reference. This sorting method ensures a structured and organized
view of tasks.
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€ Hide project list

Q EXCHANGE NEXTGEN > 5.5RP NEXT > ALL TASKS

Group tasksby ¥ (D)

203 Action

Open Action (® start June 20, 2024

v B Alltasks

PY 2.1 Survey not assigned to

me Description

2.2 Survey not assigned to test
me

Comments (0)

P 3 Survey not assigned to
me

@ 4RI not assigned to me

° 5
descriptiondescriptionde...

@ 11 Request item

& @ 203 Action

PY a) add Survey assigned to
me

> Expand more task data

X Close
B. Group Auditor

Inetriirtinne

>

The colors next each task’s name have the following meanings:

e Grey - No action done by user
e Blue/Green - Delivered

e Orange - Rejected

e Green — Completed

e Red - Overdue

Tasks can be organized in Task groups. These appear as folders under each project. When a task is

selected, the task group name is displayed in breadcrumbs.

< Hide project list

Q EXCHANGE NEXT GEN > EVADEMO PORTAL > ANOTHER > 500 TASKS
Group tasks by ¥ @) + Task 170
@ Overdue | Action | (® StartFebruary 13,2023 (@ Due November 10, 2023 & No assignees

Wi Eva demo Portal

> W Client portal tasks

Description '
~ B Another Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere,

magna sed pulvinar ultricies, purus lectus malesuada libero. Pellentesque habitant morbi tristique senectus et

netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci. Aenean nec lorem
~ B 500 tasks

7. TASK ACTIONS

7.1 Provide an attachment to a Request Item

a -

(G DueJune29,2024 | 2 (@ | & Following

No comments yet

X Reject ~ Complete

You can upload files or folders to the Request Items task. Rules for adding folder/folders with files to

the Uploads section are:
1. Only one-level folders can be added;

2. If a nested folder is added, the system displays a warning: "The uploaded folder contains sub
folder(s), this is not permitted. A folder only containing files can be uploaded here."

3. Files cannot be added to the already uploaded folder;
Folders and files are displayed in a file tree.

>

5. Allowed file extensions depend on each Tenant setting. Reach out to your BDO contact if you

need to upload a file that has a different extension than the ones listed in 4.2.1File upload

limits
6. File size restriction applies the same as files in Documents (2GB).
If more than 8 files are uploaded, a scroll bar appears.

~

8. All files can be downloaded at once on Download all button. Files are zipped.
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https://app.zeplin.io/project/60af635bc2c6afb423a25989/screen/61f15d714f1afaa5facc40f8

When a BDO or a Client user adds at least 1 file or comment, the task status changes from Open/Not
started to In progress. Change of status activates the action buttons at the bottom of the Overview
page: and the Deliver request button is visible as active.

7.2 Download Request Item files

You can download files from ONE project's /Portal Request task. Only Request task documents can be
downloaded. The Download button is displayed at the right top of the list view and is active, if the
Project has at least one Request task.

View
Overview Calendar
Filters ©® Download documents of Request
and Cooperate tasks, Survey
Status v Type v Assignee v Due date Foll results or Reports
Tasks Edit view B Edit & Download

Selected task files

Q Du

Selected survey results

. 19 Rl task Overdue 001 RI group De
Report for selected tasks
. 3 Team survey 001 1 De_ ., ____ —
. 10 Action Overdue 001 Action group Dec 7, 2023 o
. 30 Coop Overdue 001 Coop group Dec 8, 2023 53
[ ] 1504 sign 001 Sign May 11, 2024 =

Download starts in the same tab and navigation to other places will not cancel the download process.
Files are downloaded in a zipped folder following the structure like in Documents page.

Users can also download all Request and Cooperate task documents on Portal level:

FR—
BDO Global Portal Home  Mylnsights  Documents  Projects [EESCUNTNUSYSRRN  Cocombenul  CustomMenu?  More i e

< Wido peajoct list

o \_* a D
GabijaPortalé -

Grouptasks by v (D

Download all fies rom all Project's
i GabijaPortalé View Filters © Request and Cooperate tasks

Client partal tasks List Calerndar Status v Type N Assgnee W Duedate B Foliow ~

7.3 Actionspl

You can perform the following actions with all tasks:

e Flag a task
. . Flag task
e Edit assignees and access
e Download the Task status change report Edlit assignees and access
Task status change Download report >

7.3.1 Flag a task

You can flag or unflag all types of tasks (Action, Milestone, Request, Signing, Approval) on both Portal
level, and Project level. Once you flags/unflags the task, this change will be done on a task level, and
same marking will be displayed for all other users.
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Group Tasks by flag:
1. Flagged option should be available in Group Tasks by dropdown;
2. If you select Flagged option, menu will show 2 folders with flagged and unflagged tasks:
a. flagged folder shows task list of flagged tasks listed by due date, with earliest due date
on top.
b. not flagged folder shows tasks list of not flagged tasks listed by due date, with earliest
due date on top
c. if there are no flagged tasks, folder is not displayed;
d. folders will be displayed within project.

7.3.2 Follow a task

The task-following feature enables direct access to tasks that are relevant to you, eliminating the need
to navigate through unrelated tasks.

In Exchange Next Gen, go to an assigned task or a task that you have access to. Follow a task by either
using the Options function, task bar in the task window or under the project list's navigation by
clicking the tick icon next to the flag icon.

IBDO Global Portal Home
< Hide project list
Q

Group tasks by v (i)
w 5.4 new years portal rp
> i Client portal tasks
v W basic
v W Group

m @ 1RM3

Click to follow this task

3RNS

7.3.3 Edit assignees and access

You can edit Client assignees and manage access for Request Item and Action tasks, that are not in
Completed or Rejected status. Client user roles that can edit assignees and manage access are:

«  Client Portal Admin
« Client Project Admin
« Client Project User

Select a project within Exchange Next Gen, open created Action task without assignees. In the
overview page click Options -> Edit assignees and access. Pop up window ,Edit assignees and manage
access” opens.
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1 Action task

Open Action @ Due 19 November 2022

&

> Expand more task data

X Close

o -

Edit assignees and manage access

Assign users to this task

Add assignees @

Manage access to the task
()

Coneel

You can add/delete yourself and only Client-side users to the Assignees. Also, you can edit only
Client-side assignees and manage access for restricted Action and Request item tasks that are not in
Completed or Rejected status. Client admins do not have the ability to manage BDO users.

Assignees are added by default to the Manage access and can’t be removed. If a Client User wants to
remove Client-side users’ access, they should make changes in Assignees fields beforehand.

9 Request item

Open | Requestitem | (@ Due 30 November 2022

Description

Tompiates (2) ©

@ Paymentxisx .

Uploads (0)

> Expand more task data

X Ciose

& @O trere | % Resvictodsccen ©) g

0B rorwr sworksheoraoon

Comments (0)

Edit assignees and manage access

You can also manage access to multiple tasks in Exchange Next Gen Portal level:

1. In Exchange Next Gen, click on List view, select all the tasks from various projects and click on

"Manage access"
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View

Overview List Calendar
Filters ©
Status ~ Type ~
Tasks US Editview B Clear filter
Status § Index 3§ Task title
. 503 opentask2
[ ] 504 Open Task
. 505 In Progress
[ ] 506 Completed
. 507 openopen

Assignee

v Due date
Q  Project Task group
GabijaProject Taskgroupl
GabijaProject Taskgroup1
GabijaProject Taskgroupl
GabijaProject Taskgroupl
GabijaProject Taskgroupl

Follow ~ '\z

r Edit / Download .

Manage access

%Y Due date + Type 5 mcumons Yy Entty P
May 24, 2024 <3
May 24, 2024 <3
May 24, 2024 43
May 24, 2024 <8 - - B
May 24, 2024 <3

You can also set access of all tasks in Exchange Next Gen Portal level

¢ In "Manage access", Assignees column click on red square icon “Apply for all' and verify only
users, who have access to all Portal projects, are shown in the drop down list

O]

. Apply to all

Cancel @ Replace ® Add

e Choose any client-side users from the list and click 'Set for all' button

7.3.4 Download Task status change report

The Task status change report allows to track what and when happened with the task and who and
when changed the task status.

Any user that has access to the task is able to download the Task
status change report via Options -> Download report -> Task

status change.

The Task status change report is available for download as an

Excel file containing all history logs for the particular task.

The project reports Task status changes, Task details, Task

™ -

Flag task
Edit task
Edit assignees and access
Delete
fial anraamantc

Task status change Download report >
T Upload

comments and Signing/Approval logs are available for both
BDO users and Client users.
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View

Overview Calendar

Filters ©

Status v Type N

Tasks US Edit view B

. 503 opentask2
[ ] 504 Open Task

Report options

Select the items you want to include in the report.

If you selected a lot of tasks it will take some time to download the report. Do

not close the window.

All reports

Task status changes @
Task details report @)
Task comments report @)
Signing/Approval logs @

7.3.4.1 Download survey results

Download documents of Request

and Cooperate tasks, Survey

Assignee v Due date Foll results or Reports
Export = Delete T Edit Z Download L
Selected task files
Q Due date s

Selected survey results

Taskgroupl May 24, 2024
Report for selected tasks

Taskgroup1 May 24, 2024 = —

X

All users can download an Excel file with Single Survey results and analyse the results. Results file
content reflects the same information as it is in Ul (Portal, project, status, subtype, index, title, task
owner, group, description, assignees, manage access, start date, due date, extended due date,
location, entity, other grouping, period end and all the questions, section breaks and answers if there

are any)

Note: Mandatory questions are marked with asterisk. If the answer is not provided, the field under

the question is empty.

- All questions have number, section breaks don't. If more than 1 answer for multiple choice or
date question are selected or if the answer with explanation is selected, answers are separated

by |||||'

- The structure of file name is "Survey task_[Task title]_[date and time when it was generated].
Date format depends on MF language settings.
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BDO Mauritius & Co.,
@ |BDO Global Portal Holmes  Mylnsights  Documents  Projects [EISSIERIMSNCHICIN  More poraloctobers '  #  co

< Hide project list

Q EXCHANGE NEXT GEN > PORTALOCTOBER3 > PRO > 500 TASKS
X
Group tasks by v (1) 501 Survey 1 Flag task
v 4 PortalOctober2 Open | Survey | (© StartOctober3, 2023 = [g Due October3,2023 | £ ¢ Edit assignees and access
> Wi Client portal tasks Task status change report  Download >
Description Task commen ort
¥ W Pro
test Survey results
V= 500 tasks Survey
i 2
1Task 1 1. How is your day?
Great
2Task 2 The best
3Task3 2. What was first thing you did today at work?
4 Task 4 Welcomed colleage
Opened the laptop
5Task 5
. What i r work environment?
€ Task & 3 at is your work e onme|
7 Task 7
i ?
8 Task 8 4. What is your goal?
How can you fill in your goal into daily routine?
9 Task9 What is your most important goal this week?
10 Task 10 .
5. When you want to finish your goals
1 Task 11 Most ambitious goal ends:
12 Task 12
13 Task 13 Great work!
14 Task 14
15 Task 15 > Expand comments (0)
16 Task 16
> Expand more task data
17 Task 17
18 Task 18
Close ) Save as draft Send answers

7.3.4.2 Download selected survey results

Any user (both BDO and Client, including Readers) in Exchange Next Gen can download Survey results
from all Portal projects:

View Filters ©
Overview Calendar Status v Type ~ Assignee e Due date Follow ~ %
Tasks US Editview B2 Clear filter "% Edit & Download L

Selected task files

Status § Index & Tasktitle Q Taskgroup % Due date % Type & Actions Y Entity 4 ri¢

Selected survey results
[ ] 121 indv surv Taskgroup1 Aug 28, 2023

Report for selected tasks
. 12.2 indv surv Taskgroup1 Aug 28, 2023
[ ] 12.3 indv surv Taskgroup1 Aug 28, 2023
] a 124 indv surv Taskaroun1 Aua 28. 2023 A

7.4 Answer a Survey task with branching

e If branching is added to any choice question in the survey, then assignee or any Client
admin/user is provided with as many questions as there are until first branching starts.

e If the question is mandatory but it is skipped because of branching, user can send answers or
save survey as draft.

© Brussels Worldwide Services BV 2024 29



7.5 Related Team Survey tasks

When Team Survey is delivered and tasks from linked template are created, users can overview all the
related tasks: individual surveys, siblings and children tasks in the same modal but different tabs, so
that they can understand relations.

Users can overview 3 sets of tasks:

- Related tasks tab in the modal is opened when the link "Set of tasks" is clicked from any task
that was created from linked template of delivered Team Survey.

- Subtasks tab in the modal is opened when the link "Set of tasks" is clicked from initial (root)
Team Survey overview page.

- Individual surveys tab in the modal is opened when the link "Set of tasks" is clicked from any
Individual survey overview page, if more than 1 assignee is added during task creation.

Note: The same task can be displayed in 2 lists, e.g. Related tasks and Individual surveys or Related
tasks and Subtasks.

If only one task is left from the set and other tasks are deleted, the link "Set of tasks" is not
displayed.

Linked tasks

Tasks US

Cooperate dd Dec 12,2023 3 Vilnius Dec 20, 2023 Vilnius

Request ltem dd ec 12,2023 0

Milestone dd Dec 12,2023 9 Vilnius Dec 22,2023 Vilnius

Action

06 00

W Survey 14,2024 6)

Cancel

Client admin/user can manage access and download files, survey results and reports; Client reader can
download files, survey results and reports).

8. DOCUMENTS ACTIONS

8.1 Signing and Approval tasks

When a BDO user needs to request a signature, they will add you as an assignee to a signing task in
Global Portal. Signing tasks have integration with DocuSign while Approval tasks have similar
functionality for approving documents without DocuSign integration.

As an assignee you will start following the task and will get notifications based on your notification
preference (status changes, comments, etc.). If you are the first assignee of the task, you will receive an
email notification indicating that this task is open. When the signing order is set, additional assignees
receive an email notification when it is their turn to sign the document. They can simply click on Go to
task in the email, which will redirect them to the task in Global Portal.
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BDO Global Portal: Signing Task available for signing

no-reply-acc-nam@portal bdo.global O Reply | € Reply Al | > Fomuard | | || -
To @ Justin Kallickal Fri2/2/2024 4:11 AM
Retention Policy BDO Standard Inbox (6 months) Expires 7/31/2024
(D) there are prablems with how this message is displayed, lick here o view it in 3 web browser

BDO BDO United States

BDO GLOBAL PORTAL

Dear Justin Kallickal, you have a document to sign in your BDO Global Portal

Signing Task
for you to sign now
8D 1g Completed Tasks>BDO Study BSO>Signing Task

This email was sent to [kallickal@bdo.com. This is a system notice related to updated actions relevant
to your with us; it is not a pr BDO United States is committed to your
privacy. Read BDO United States {{privacy policy}}.

In addition to the email notification, you will also get a bell icon notification on Global Portal indicating
that there is a signing task ready for signing.

BOO Unficd Siatcs
BOD Onboarding Completed Ta_. jju

Motifications @ Options
Task Signing Task is available for signing now - DO o
Onboarding Completed Tasks I

When you go to the task, you will see the task overview page that gives you additional information on
the signing task. You can hover over the people icon to see the ordered list. The Green Icon next to the
name indicates, that assignees already signed the documents. You have the option to download the
PDF file so you can review the document before signing the document in DocuSign.

To provide a signature or approval go to Exchange Next Gen, choose the project and open the
Signing/Approval task you are assigned to. Review the documents and press the Sign or Decline button
in a Signing task or the Reject and Complete buttons in an Approval task.

o -

Signing task
Open | Signatre | [3 Due2zmay2022 | L (@@

File for signing Comments.

¢ Business dacument docx . Add comment

v COLLAPSE TASK DATA

o Task awner = Start date Location B B g Other grouping e Period end
BDOAGMIN Userd 15 May 2022 08:00 United States = Chicage ® 2022 31 May 2022
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Approval task

open | gl | B uemmy oz | 8 QOO

Description

File for approval Comments

£ Business document.dock L Add comment

v COLLAPSE TASK DATA

Task owner Start date Lecation Entity Other grouping e Period end
D ® 5, A B e 8o [

Please note that if you are on the ordered list and there are other assignees above you who have not
yet signed the document, the Sign or Decline button will be greyed out with the message “Assignees

prior to the current user have not signed or declined the task."

EXCHANGE NEXT GEN > BDO ONBOARDING COMPLETED TASKS > BDOSTUDY TAX > STATE

91 Signing Task

@ Notstarted | Signing | (B) StartFebruary2,2024 | g Due Febnuary 23, 2024 B e@ i= | & Following

Description

No description

File{s) for signing L Downloadall  Comments (0)
2 example testing document pdf 4
No comments yet
> Expand more task data
X Close (D Assignees prior fo the current user hove nof signed or declined the tosk Sign or decline

When it is your turn to sign the document, the Sign or decline button will become green.
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EXCHANGE NEXT GEM BEDO OMBOARDING COMPLETED TASKS BDOSTUDY BSO > SIGNING TASK X

7 Signing Task

@ Notstarted | Signing | (B) StartFebruary 2.2024 | [g DueFebruay25,2024 | R @) = | @ roliowing
Description
No description
Filels) for signing L Downloadall  Comments (0}
& example testing document.pdf +

No comments yet

» Expand more task data

K Close Sign or decline

Clicking on the Sign or decline button will give you the below notification which indicates that you will
be taken into the DocuSign platform so you can sign the document.

'

') Redirection to DocuSign

Upon completion you will be returned 1o Task

oceur for savaral minules

Once you are in the DocuSign platform, you have the option to click on Start and the system will
highlight the areas where you need to provide your initials and signature.

Please review the documents below. ‘ FINISH ‘ OTHER ACTIONS ~

@ Q 8 0 |

DEMONSTRATION DOCUMENT ONLY
DocuSign Envelope ID: FCES7FCA-FCBF-4333-804B-8BDBE6BDBEAD PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

START 999 3rd Ave, Suite 1700 - Seattle - Washington 98104 - (206) 219-0200
www.docusign.com

Best practice for smart templates

1) Write the name of the creator and purpose of template in Description

Initial Sign
3 +
e 2/2/2024

Once everyone who is assigned signs the DocuSign document, the completed document can be found
on the Documents page. This document cannot be edited.
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BDO Global Portal ome Projects Exchange Next Gen

+ New <] Promete 5B Pagedetails  ED Analytics Published 4202023 & Share 2 Edt 2

Sign test

~ Client Portal documents Filters
> [ BDO Study Audit
> [l BDO Study BSO Selectal Export I Sot % Download

~ [l BDO Study Tax

~ B Exchange Next Gen
example testing document_20240202110816_signed.pdf ®

example testing document.pdf
"l ] ®

8.2 Read-only/editable Request item documents

Upload and Template files in Request task should be read-only or editable depending on a Request
task status:

TASK STATUS DOCUMENT ACTION
NAME
In progress All files in Uploads and Templates in this status are editable;
If files are deleted afterwards, Task status stays In progress and files are still
editable.
Delivered After Client user clicks on Deliver request button and task status

becomes Delivered, then all files in Uploads and Templates become read-
only both in Exchange Next Gen, and in Documents page.

If you add additional file to uploads, task status goes back to In progress. All
files become editable, until user clicks on Deliver request button again, and
make task status Delivered, with all files in read-only mode. (for testing of file

adding part)

Completed All files in Uploads and Templates become read-only both in Exchange Next
Gen, and in Documents page.

Returned All files in Uploads and Templates in Returned status are editable; Task is also
editable.

Overdue Files have same restrictions as in the status prior to Overdue.

You can add additional file(s) to the Uploads section, except when task is in status Completed.

All files in the Exchange Next Gen folder become read-only when task gets status Delivered or
Completed and work the same way as with other read-only files in Documents. Files that have a lock
icon next to the title are read-only. Read-only status depends on the status in the Exchange Next Gen
task (when it is Complete or Delivered).
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8.3 Storing Request Item files to Documents

All templates and files uploaded through Exchange Next Gen are saved in the Documents page under
a particular project. Every Project has a folder named Exchange Next Gen by default and you can
display Properties, sort, download and search the files.

You can't add additional files or folders from the Documents page to any of the Exchange Next Gen
folders. Folder names cannot be edited from the Documents page. Exchange Next Gen structure
folders (Exchange Next Gen, Task group name, Task name, Templates, Uploads) cannot be deleted
from Documents page.

If a file name or a task name gets changed in Exchange Next Gen, it will be updated in Documents as
well.

9. PERSONAL SETTINGS

When logging in Global Portal for the first time, you see a one-time consent dialog that requires you
to consent to basic profile information (e.g., email address) being shared with BDO. After providing
consent, you are redirected to Global Portal to continue with setup.

Tip: Leave the default selections on your first login. You can always edit these settings via the
Personal setting menu, under the Profile photo circle icon.

ez 0

9.1 Step 1 - Set my contacts

Please fill in your contact details and click Continue.

\ @ New user
i g Please review your information and settings to finalize the
creation of your BDO Global Portal account.
- Email

bdo.reader07@tst.bdo.world

First name * Last name *

BDO User07
Preferred language on

portal *

% English (United State:

Phone number

Do you want to be the main contact for this
v

Client Portal?
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9.2 Step 2 - Set my Insight preferences

INSIGHT PREFERENCES

Insights are articles, blog posts, news items and more. These insights can be tailored to your All topics (default) €% .
own interests. This step is optional and you have the possibility to skip this step.

Business Issue O Business Line O

Set Insight Preferences on the second Welcome window. The default selection is for All topics. You
can tailor the topics to your interests by toggling the options on the page.

The Insights preferences step is not mandatory and you can skip it by clicking the Skip button on the
bottom right corner.

9.3 Step 3 - Set my Notification preferences

SII:I:(B)TIFICI-\TION PREFERENCES

To stay notified about all changes that are made within the BDO Global Portal we have notifications in BDO Global Portal.
You can switch on or off topics that you want to get netified about.

Document management Tasks and Exchange Next Gen

Files added/removed @

Task assigned @

B )  Taskunassigned @
X ) Request retumed @
A ) Request completed @

P ) Taskoverdue @

¢ ¢

" ) Newcomments @

previous e

New users can set Notification preferences on their first login or later via the Personal settings
menu under the Profile photo circle icon.
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9.4 Step 4 - Set my Email preferences

Step 4

EMAIL PREFERENCES

Select the email frequency and topics that you would like to be notified about, from Followed tasks in Global Portal.

Summary email frequency ©®
Summary email is based on the notifications preferences

MNone

Follow email settings ©

Follow

Select follow topics and the frequency of receiving them

Follow topics Instant email Daily email

o Task assigned @
o Task status change @
o Task overdue @O
o New comments

previous Let's get started

Select the frequency of summary emails you receive from Global Portal. We recommend selecting the
“Daily List” option to receive a list of all your notifications. This can help you track tasks and activities
on your projects.

Summary email frequency @

Summary email is based on the notifications preferences

MNone

Daily List (Recommended)

Weekly Count

The Follow toggle enables you to receive email notifications (Instant email) for every status change
on tasks you choose to follow. If you prefer to receive summary emails once daily, select the
corresponding radio button under Daily email.

If you wish to edit your Email preferences later, open the Personal settings menu under the Profile
photo circle icon.
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10. TEAM MANAGEMENT FOR CLIENT
ADMINISTRATORS

The roles Client users can have in Global Portal and their permissions are as follows:

Role Team management Assign tasks Level

Client CP Admin v v Portal
Client Project Admin v v Project
Client Project User X v Project
Client Project Reader X X Project

Please note that the Client CP Admin role has access to all projects under a portal. They cannot
upload deliverables or complete tasks, unless they are assignees, but they can view tasks and files in
Exchange Next Gen and edit files in the Documents library.

10.1 Team management page

. . . . . 7
Click the Team management option under the lightning bolt icon to load the page for
managing access for users from your organization and then navigate to the desired project on the left.

g
B Korea - Oid
Anocinfra 4.2 Smoke VB F 5?-

Team mana geme rit

If you act as a Client CP Admin or Client Project Admin on a portal or project level respectively, you
can add/remove users to/from the Client Admin User and Client User groups.

BDO Global Portal L |
i Audit 12 312023
Audi 12312023
=
Client Admin User
@ G s
Client User
e Erika Ecwards.

Client Reader

10.2 Add users to a project

To add a user to a group, click the red plus button
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e If you wish to add an already existing user to the Client Portal (i.e. a user that has access to
one of the projects under the Client Portal or to the portal itself), you can select them from
the people picker by typing their email address. Select the email address and click Add.

X
Add Client Admin User
Project
Audit 12 31 2023
Add user @
+
ClientAdmin User01 - clientadmin.user01@tst bdo.world
Cancel Add
e If you wish to add a new user, click the plus button ‘ and provide their names and email

address and click Invite.

Invite new member

Project
Audit 12 31 2023

First name

Erikal

Last name

Edwards

Email address *

R5.0ClientUser1@mail.com

sack m

10.3 Remove users from a project

To remove a user from a group, click the gear icon next to the user's email and select Remove.

Client User
e Erika Edwards )
=1 5. Dclientuser @mal.con | RESENd invitation
Edit
Remove

Users that were invited to a BDO Portal environment, but who have not accepted their invitation yet,
have an orange watch icon in their name card.

@ Harold Warner
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Please note that adjustments to project permissions require time to apply fully and may not be
reflected immediately.

10.4 Portal team management

@ BDO Global Portal Ham insights  Documents  Exchange Next Ge OMM  Custom navigation 2 hncioad2sncieve O F @
A Munage Foni adnine Anoinfra 4.2 Smoke VB
At 12912023
x
Pt
prol
BDO Admin User Client Admin User

@i ONEEN ONEEN @0

If you are added as a Portal level Client Admin (Client CP Admin), you have access to the Manage
Portal Admins menu and to all projects under this portal.

On the same page Client Admin users can also see users from the BDO Admin user group, but they
can't make changes to the group.
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