Cap

Quick Start Guide

Overview

CapLinked integrates secure workflow and files for enterprise sharing.

CapLinked’s intuitive, cloud-based platform makes it easier to manage and
complete business transactions. Coordinate on asset sales, financings, mergers
& acquisitions, legal compliance, and other types of complex deals and projects
with a secure workspace from CapLinked.

This guide is designed to help workspace administrators set up a workspace: add
files, invite members, send updates and more.
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Get to Know Your Dashboard

The Dashboard is your hub for all recent and important activity on CapLinked. Create a workspace,
manage your contacts, and read notifications — all from the Dashboard.
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Your Sidebar: Access your workspaces, manage contacts, and send messages all from the sidebar on the
left-side of the Dashboard.

Notifications: Receive alerts when files are added, people try to connect with you, and many other impor-
tant events occur.

Active Workspaces: Displays the 5 most recently updated workspaces. Click on the gear icon to
access files and updates with one click.

Notification Feed: See all activity related to your workspaces

O
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Creating a Workspace

Creating a workspace is the first step in getting the most out of CapLinked. Workspaces offer tools to
manage an M&A, capital raise, sell an asset, investor relations, and many other secure business
transactions that have been historically managed using email and spreadsheets. Manage your
workspaces on the go with full iPad and tablet compatibility.

Q Click Create Workspace on your Dashboard.

9 Enter a Workspace Name.

Create New Workspace

Workspace Name

Create Workspace

G Quickly access all of your active workspaces from the Dashboard.

Active Workspaces &

ol AquaTech Aquisition o
BB Last updated Frijul 24 2:04pm

ACME Subscription -3
EICHE

Last updated Tue Jul 14 4:52pm

Asset Sale Project &
Last updated Tue Jul 14 2:53pm

Project Silver o
Last updated Tue Jun 23 6:18pm

Fund II Marketing o
Last updated Thu Apr 30 4:35pm
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Uploading & Managing Files
CapLinked allows you to upload multiple files at once with our easy drag-and-drop interface. Permissions

can be set so that your important files are only seen by those who should have access.

e Add manually or drag & drop multiple files at a time to upload them to your workspace.
All file types are accepted, and common file types are viewable in the web viewer: PDF, Microsoft
Word, Excel, and Powerpoint, and images.

e Easily download selected or all workspace files for quick access.

Use the files tree to quickly navigate all folders within the workspace. Access the Upload Status
page to see what’s been uploaded previously.
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Managing Members & Permissions

Share your files and updates with others by inviting them to a workspace. Use the Permissions page to set
each member’s access to specific files and folders in the workspace. Make another member an Admin so
that they can help you manage the workspace.
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Kirk Gale v ?‘

AquaTech Aquisition Q =

Overview Files

Q HhewGrowp | Group Bidders &' 1

@ w 2 © (il &

Permissions Updates Q&A Activity Tracker My Downloads

G + Invite Members to Bidders

All Members 9&
L - Members Folders
Admins 8a
Custom Groups

P ilte or Em Q
Bankers 48
Bidders 2a O Namea Status Last Accessed
IT Consultant 14 Eric Marquez

s o o Pending £ Send Reminder
Legal & ericrrod+emarquez@gmail.com
Prospects id
Eric Test
Test 0 o o . ¥ Active 3/17/2015 €:35 pm
z@caplinked,

erodriguez+herna

Showing 1 -2 of 2 members

Enter Draft Mode

A New Permissions Settings

You can now assign view, download, and
upload access to individual folders. Please
visit our Support Page for more information.

Watermarking @

Watermarking applies to all filetypes in
fileviewer and only PDFs on download

=
Digital Rights Management @

Enabling DRM automatically enables
Watermarking on Downloaded PDF files.

Create a group to organize users who you would like to invite to the workspace, e.g. by firm
or role in the workspace.

A

G Invite new members to a group. Group members will not be visible to other members any-
where in the workspace -- only workspace admins have that ability.

D

G Activate Digital Rights Management (DRM) and/or watermarking for the selected group.
(DRM and Watermarking or optional features)

If you want a member to have full admin rights (manage files, manage members, see reports,
etc.) add them to the Admin group.

See whether or not a workspace member has accepted his/her invite -- if they haven’t yet
accepted, send a reminder email.
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Managing Members & Permissions (continued)

Members  Folders Q
@O E Click @/@ to toggle folder permissions for
G ® & All Files View @ Download ® Upload &

©®® m 1Initial Folder

©@@ W 2PhaselDue Diligence
“4n0 W 3Phase Il Due Diligence
d B 4 Accounting

©® @ W 5Plantand Equipment
©@@ M 6Marketing

@©©®@ W 7Sales Contracts
©©@@ W 8Pending Litigation

Q Switch to the Folders tab to set which folders a member group can view, download from, and
upload to.

9 Click an icon to change it from red (denied) to green (allowed). If the icon is green, members
in the respective group can do the associated action from that column.

G Click the view, download, or upload permission icons to apply the changes to all folders.
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Sending Updates

Easily send an update regarding new documents, changed deadlines, and more with the updates feature.
Select only certain groups or send to all members and ensure that it makes it into the right inboxes.

Send Update

Send notification to:
All Members o
Click tags to select only specific groups to receive the notification:

Test+ IT Consultant + Team Admins + Bidders+ Workspace Admins + Prospects + Legal + Bankers +

Manage Groups »

Subject

Message (When pasting content all formatting will be lost)

Send Update as an email

Choose which group(s) to which you want to send the update -- by default it will get sent to All
Members.

Fill out the Subject and Message fields. If the box is checked next to Send Update as an Email, an
email will be sent to the members you chose above, otherwise it will only be sent to their
CapLinked inbox.

®
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Tracking Activity

Know exactly who has been viewing the workspace, its documents, and when they are doing so. Quickly
gauge interest in your deal and know which files are being viewed/downloaded.

Reports

Activity by Member

Activity by Date

Activity by Group
Files

File Security
Member Status

Permissions

Workspace Views

40
30
20
10
]
7521 722
34
Today
[ll All Activity

Casey Koppes viewed the file: Gantt Chart example xisx

Casey Koppes viewed the file: Gantt Chart example xlsx

Casey Koppes viewed the file: SOCLogoSOs.jpg

Kirk Gale viewed this workspace,

Casey Koppes viewed the file: SOCLogoSOs.jpg

@ Casey Koppes added the file: SOCLogoSOs.jpg

Casey Koppes viewed the file: Presentation_Example_pptx.pptx
Casey Koppes viewed the file: Presentation_Example_ppt.ppt
Casey Koppes viewed the file: Document example.doc

Casey Koppes viewed the file: Financial Chart.xls

Casey Koppes viewed the file: Financial Chart.xls

7/23 7/24 7/25 7/26 7/27
149 387 8165
Past Week Past Month All Time
Date Range: | 09-02-2012 to 07-27-2015 Update Report

Mon Jul 27, 2

Mon Jul 27, 2015 3:30pm

Mon Jul 27, 2015 3:26pm

Mon Jul 27, 2015 3:26pm

Mon Jul 27, 2015 3:25pm

Mon Jul 27, 2015 3:25pm

Mon Jul 27, 2015 3:24pm

Mon Jul 27, 2015 3:24pm

Mon Jul 27, 2015 3:18pm

Mon Jul 27, 2015 3:18pm

Mon Jul 27, 2015 3:17pm

o Every event in the workspace is tracked in the Activity Tracker and displayed on the Overview
report. Select other reports to see different useful views of the workspace events.

Change the date range of the report and click ‘Update Report’ to see only events in that time
G period. Click ‘Download’ to download a CSV version of the currently selected report.
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Workspace Options

From the Workspace Overview, click ‘Edit Settings’ to customize the text, links, and videos on the
Overview page and disclaimers.

From the Workspace Overview, click Edit settings to customize the Workspace Overview
text, links, and video.

AQUATECH
FIBERS

Team

S&S Investments

Workspa ce Contact (¢
Eric Rodriguez
Send Message
Bill Smen
Send Message

Links

Summary

AquaTech Fibers seeks a strategic acquisition from a private equity fund or larger technology company in its space.
Bulk Uploader Video
Branded Email
Drm Demo

The founders of AquaTech Fibers have developed a scalable fibers technology to enhance the speed of data transfer. AquaTech Fibers targets
infrastructure developers in the top 20 markets in America. AquaTech's customers are increasing orders at a rapidly increasing rate.

Management

Peter Ting, CEQ

Maxwell Longley, CTO

Ken Hauster, VP Biz Dev
Luke Knowlers, VP Marketing

Market

Given the rapidly increasing amount of data consumed by populations across wireless networks, the need for fast and efficient data transfer is increasing
rapidly worldwide. Technology like AquaTech Fibers can meet the growing data-transfer infrastructure needs of the market.

AguaTech Fibers has identified a number of potential partners that would use its offering in their infrastructure development projects.

e Edit the Workspace Contacts by clicking the edit icon next to the Contacts section.

Workspace Disclaimers

Click ‘Manage Disclaimers’ s e o sws
to decide what disclaimer(s)

workspace member must sign ——

before entering the workspace. = e

Original Disclaimer.txt Processed
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Additional Help

Please visit support.caplinked.com for additional information, including:

« FAQ

Knowledge Base
How To’s
Tutorial Videos

Customer Support Options
9 support@caplinked.com
@ 1-888-799-6849

Enterprise customers receive a dedicated customer support representative; call or
email us for more information and learn how CapLinked can help you.
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