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PROTECTING YOUR WEALTH

Setting up your Account for the First Time

1. When you are sent a thread from the Workiro system, you will receive an email
for this and a link to view the thread directly. These links are typically valid for 48
hours or up to 5 uses, whichever comes first.

You will receive a new email and link when an update has occurred on the thread
that you have not yet seen.

[External] - For your review and action

rkiro.com:=

If there are problems with how this message is displayed, click here to view it in a web browser,

added you to...

f Secure link— no account required

2. When you click onto this link, you will be taken to the Workiro website where you
canview the thread and any relevant documents attached. On your first time
using the system, you will be prompted to accept the Terms & Conditions:

To view this communication you need to
first agree to our Acceptable Use Policy
and Privacy Policy.

Accept




3. Once you have accepted the Terms & Conditions, you will see an option at the
bottom of the page to ‘Sign up for a free account’. This free account allows you to
sign into your Workiro account at any time without the need of an email link:

O New OD

For your review and action attached a document
Assigned to Me

Website

Powered by Workiro
Access your tasks and notes in one place, and use our apps — Sign up for a free account

Clicking into this option, you will be prompted to create an account:

Create account
John

Smith

Once your account is created, you can freely access the system at any time by using the
link to the portal on our website.
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4, When you sign into your account, you will see a page similar to the one below:

O #
WORKIRO ] Catch-Up
Comments & Updates Sorted: Latest First
Catch-Up
Assigned to Me O New
For your review and action Reminder:

@ Connections Assigned to Me
E] Projects
= Smart Views B Mew

What do you think? attached a document
By

By

Recent

@ For your review and action

Please note: You can access messages sent to you in Workiro from us without setting
up an account but, if you are involved with multiple threads, you will receive an email
and link for each thread individually.

If you wish to be able to see all threads in a single location, you will need to create a full
account using the same email address. There is no charge to you for this account.
Please see Sign Up option at the bottom of step 3 image within this guide.
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Uploading Documents and/or Sending Information Messages Securely

To start a message to us, click on the Pen symbol:

WORKIRO @

"'+ What's New

Catch-Up

Assigned to Me

<

Connections

Projects

O

Smart Views

You will then get a pop up regarding what type of message you are sending. If you need
something actioned by a certain date, use a Task and indicate a deadline. If you need
us to sign something, use Signature. Otherwise, just use Note.

WORKIRO ]
Task (&)
Signature 'H"
4 What's New Note @
Use template... =

Catch-Up "

Assigned to Me

Connections

S

Projects

Ol

Smart Views
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This will open a screen much like an
email.

Add an appropriate title (you can’t send
anything without a title).

You will then need to add Participants,

or Connections by clicking on the +
sign.

You will see a list of people who have
previously sent you messages so you
can simply tick the box next to the
name you want.

If you need to add someone new, click
on New Connection and add the
name and email address.

v Participants

v Documents

Add...

v Comment

clude a first comment in th

v Relates To...

Add participants

Your trial includes unlimited participants.
Q search All
Relationship Type w

Recent

@ Andrea Matyszczyk
@ Georgina Demetriou
@ Nicholas Charles

New Connection...
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Once that’s done, you can upload your documents.

Add Documents *

Upload...

My Device, Google Drive, Dropbox, OneDrive

From Workiro

@ Connections MyDevice  Google Drive Drophbox OneDrive
f] Projects Files up to 200 MB each

You can also add Tags under Relates To so that you can easily find your documents

again.

Relate To... X

0 Tags v

Private

#Admin O #Quick O #Urgent O

Create...
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Add any message that you want in the Comment section and you’re ready to go. Click

Create to send.
Note v

Personal Tax documents

~ Participants

~ Documents

[E) 202603_The+Real+Enemy_UK

Add...
~ Comment

add cover note

v Relates To...

= Andrea Matvszczvk
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