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1 BOARDS FOR WINDOWS — FORGOT PASSWORD?

Passwords can be reset using the Diligent Boards self-service password reset feature.

Note: To use the self-service password reset feature, you will need to have a valid email on file and to have
answered all of your Security Questions.

1 Select the Forgot Password link on the log-in screen of Diligent Boards for Windows.

2 The password reset website will open in your web browser.

Tip: To exit out of split view mode, press and drag the vertical bar in the center of the screen to the far left or
right depending on the application you want to focus on.

3 The steps below outline the self-service password reset sections:

3a Enter your User Name and select the Next button. A unique security code will be sent to the email address you
have on file.

Enter the security code that was sent to your email and select Next. The password reset window will remain in its
current state in case you need to close Internet Explorer to check your email on the same device.
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Note: If you do not receive an email from Diligent Boards after completing step 3a, please check the spam
folder of the email service you use. You can repeat step 3a as many times as necessary.

3b Upon entering the security code successfully, the next screen will prompt you to answer one or more security
questions that you have on file. Please respond to all the questions listed and select the Next button.
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Note: Your security question responses are not case sensitive, but they need to be typed exactly how they were
entered when created. This should include any hyphens or spaces between words.

3c The final screen will prompt you to enter a new password, and confirm it. After successfully creating the new
password, you can return to Diligent Boards for Windows and use the new password to log in.
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2 BOARDS FOR WINDOWS — UPDATING THE APP

In order to maintain the maximum level of signature Diligent security, it is critical to use the latest version of
Diligent Boards. This page describes how to enable automatic app updates to ensure that you are always up to
date, and also lists the steps for manual app updating.

Enabling automatic updates (Recommended)

1 Open the Microsoft Store on your device.

‘B

Microsoft Store

2 Select the Settings menu icon.
3 Select Settings from the list.

4 Enable the Update apps automatically option. This option ensures that your device will download updates to
Diligent Boards, as well as all other apps on your device, as soon as they are available, without any further action
on your part.
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Updating Diligent Boards manually

1 To update Diligent Boards manually, open the Microsoft Store.

Y

Microsoft Store

2 Use the Search function to search for Diligent Boards.
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3 Select Update to update your app to the latest version.
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Diligent Boards I
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The most intuitive and secure way to improve communications and decision-making, Diligent
Boards gives you immediate access to board books and meeting materials, along with the tools to
review, discuss and collaborate on them. You'll find streamlined voting, guestionnaire tocls and
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EVERYOMNE Free
Users Interact
ESRAB @ Update
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Available on
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Note: If you do not see an "Update" option, you are already using the latest version of Diligent Boards and do
not need to update.
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3 BOARDS FOR WINDOWS — INSTALLING THE APPLICATION

Installing Diligent Boards from the Windows App Store requires a Microsoft account. If your Windows device
was issued by your organization and you are not authorized to install applications on it, please contact your site
administrator for assistance.

1 To access the Windows App Store in Windows 8.1, swipe up from the center of the Start screen to reveal a list
of apps installed on your device. In Windows 10, select the Start button 2= at the lower-left side of the screen.
Then, in either version of Windows, select the Store icon that appears.

Note: If you don’t know what version of Windows you have, go here to find out.

2 In the search field, enter the keyword Diligent Boards.
3 Alist of results will automatically appear. Select Diligent Boards when it appears in this list.
4 Select the Free button. If you've installed Diligent Boards in the past, this button may also be labeled Install.

5 If you have signed into Windows with your Microsoft account, the store may prompt you for a password, and
then install the application. Otherwise, it will ask you to sign in with or create a new account.

6 If you do not have a Microsoft account, in Windows 8.1, select Sign up for a Microsoft account. In Windows 10,
select Create one! Then, in either version of Windows, follow the prompts.

Tip: If you have an existing Microsoft account, but do not remember the password, please visit Microsoft's self-
service password reset website.

Once your Microsoft account is successfully created, the application will download and an icon will appear on
your Apps screen.

Note: If you created a new Microsoft account and the application did not download automatically, repeat steps
1-5, and sign in with your new Microsoft account.
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4 BOARDS FOR WINDOWS — INSTALLING AND STARTING THE
APPLICATION

1 To access the Windows App Store in Windows 8.1, swipe up from the center of the Start screen to reveal a list
of apps installed on your device. In Windows 10, select the Start button == at the lower left of the screen. Then,
in either version of Windows, select the Store icon that appears.

Windows 8.1

W E B

L)

Windows 10
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Note: If you don't know which version of Windows you have, click here to find out.

2 In the search field, enter the keyword Diligent Boards.
3 Alist of results will automatically appear. Select Diligent Boards when it appears in this list.

4 Select the Free or Install button. If you have signed into Windows with your Microsoft account, the store may
prompt you for a password, and then install the application. Otherwise, it will ask you to sign in with or create a
new account.

Windows 8.1

B e Tox 3 Categories Colactions Account e Diligent Boards
@® Diligent Boards ‘ o 9

(4 ) | al Ratings
Yo o this app and can install B on thes FC E .d r

Windows 10
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Note: If you do not have a Microsoft account and create a new one at this point, you mayhave to start the
installation process over again.

Press the Start button & to return to the Start screen. The Start button will be either a keyboard key with the
Windows logo H printed on it, a touch-sensitive == on the edge of your touchscreen display, or, in Windows 10,
the =a icon at the lower left of the screen that you selected in Step 1.

5 In Windows 8.1, swipe up from the center of the screen to reveal your list of apps. In Windows 10, select the Start
button and select the All apps button that appears directly above it. If installation was successful, the Diligent
Boards icon will be on the list. Select this icon to open Diligent Boards for Windows.

Windows 8.1

W E E

L)

Windows 10
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6 The first time you launch the application, you will need to enter your company’s Diligent Boards address. Select
on the address field and enter the address you have been provided with by your Customer Success Manager.

7 Select Continue to proceed to the sign-in screen.

Diligent
Boards

8 Enter the username and the case-sensitive password you have been provided with. Select Sign In.
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5 BOARDS FOR WINDOWS — WELCOME, LET'S GET STARTED!

1 In Windows 8.1, swipe up from the center of the screen to reveal your list of apps. In Windows 10, select the Start
button and select the All apps button that appears directly above it. If installation was successful, the Diligent
Boards icon will be on the list; you may have to swipe down the list to see more of it. Select the icon.

Windows 8.1

Windows 10

O EEDRET a”
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Tip: To customize the apps that appear automatically in the “Start” screen, you can reference Microsoft’s Start
Screen Tutorial.

2 The first time you launch the application, you will need to enter the site name for your company. Select the site
name field and enter the address provided to you by your Customer Success Manager.

3 To proceed to the log-in screen, select Continue.

Diligent
Boards

4 Enter the username and the case-sensitive password you have been provided.

5 Select Sign In.

I
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Note: If you get a notice that your account has not been authorized, call the number listed in the notification.

6 If signing in for the first time, you will be prompted to Add an email address to your account. This makes it
easier for you to reset your password if you ever forget it.

7 Enter your email address and select Continue.

Note: You may also have the option to skip this step, if your organization's security policy allows it. If you skip
this step, you'll be asked to enter this information again after 24 hours. Your organization also controls the
number of times you'll be able to skip this step. After skipping this step enough times, entering this information
will become mandatory.
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O Add an email address to your account

Adding an email address makes it easier to sign in, and reset your password if you
ever forget it.

Email address

pgreen@company.com

=

8 After adding your email address, an email will be sent to that address containing a six-digit security code. Enter
that code in the field that appears and select Continue.
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Enter security code

We have sent an email to pgreen@company.com containing a security code.
Please enter it below.

Security code

123456

Email not received? CONTINUE

9 If signing in for the first time, you will also be prompted to Complete your security questions.

Note: Security questions are used for identification purposes, and are required in the event of a password reset.
The security questions dialogue window will appear every time you sign in if your questions on file have not
been recorded.

10 Select the Select A Question field to view a list of available questions from which to choose.

11 Once you have selected a question, begin typing your answer in the field directly below the question. Answers
are not case sensitive, but must be at least 5 characters long, excluding spaces and non-alphanumeric characters.

12 Select Continue to save your questions and answers.

Note: If you cancel this process at any time, you won't be signed in to Diligent Boards.
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e(.Zt:.-mpl*atna* your security questions

These questions help us verify your identity if we ever need to reset your
password. Answers must be at least 2 characters long.

Question 1

Select a question @ -
Your answer 0 SHOW

Question 2

Select a question .

Your answer SHOW

E CONTINUE
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6 BOARDS FOR WINDOWS — ALERTS

Your board administrator may notify you of important changes or announcements via an alert. This alert will
appear when you sign in.

1 When you sign in to your board site, an Alerts sidebar may appear. This window will contain a message from
your board administrator.

2 Use the OK button to dismiss the message. The message will appear the next time you sign in.

3 If you don’t want the message to appear the next time you sign in, use the Don't Show Again button.

4 If you've dismissed the message and would like to see it again, select the Ellipses button in the lower-left corner
of the screen. Select the Bell icon to make it appear again.

& Board Meeting Resources o

Notics of Mesting of the Board of Directors
Thursday, March 10%, 2016

The meesting will compmence 2t $:00AM EST
Updaied da

New Materisls Have Besa Added to the Resourcs Comter
Navember 2*, 2015

Please click here to review the materials.

A new Revolution bai been ardered regarding the meeting
agenda
Pleane clock bere sa vote. Viotes are required by November 15%,
2004

b

O

5 In the bottom app bar that appears, select the Alerts button to reveal the alert.
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/ BOARDS FOR WINDOWS — DOWNLOAD AND MANAGE

CURRENT BOOKS

Diligent Boards for Windows will allow you to manage and sync your Board materials for each board.
1 If you sit on multiple Boards, you may be presented with the Board Selector screen. Select a board to open by

selecting its name or logo.

| ot

Please Select a Board

QACME

Note: If you do not sit on multiple boards, upon log-in, you will be taken directly to the Current Books Hub, which
lists your books for all available meeting groups.

2 Before you can view content in a book, you must first download, or sync, the book’s contents to your device.
Select the Sync icon to download the book. You can start reading a book while it syncs in the background.
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CURRENT BOOKS

Board of Directors Meeting - Q1 2016
Marchs 03, 2006
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Board of Directors Meeting - G4 2015 Committee Reviews

Kamuary 20 X016

Mdendun_'- _Malerial

vermer J0 2X

Note: Sync times will vary based on the speed of your internet connection and the amount of content
contained in the book. Since there is limited bandwidth and connectivity with cellular networks, it is strongly
recommended to use a Wi-Fi connection whenever possible to reduce your sync times.

3 Diligent Boards for Windows will automatically check for updated versions of your books each time you log in.
The book tile for New or Updated Books will be labeled accordingly:

.
Board Meeting Book

[ 25 June 2014

4 Select the Ellipses button in the lower-left corner of the screen to reveal the top and bottom app bars. These
app bars contain a variety of navigation and sync options.
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DiligentDocs

CURRENT BOOKS

Board of Directors Meeting - Q1 2016

Mavch 03, 2006

v PR neE

Board of Directors Meeting - G4 2015 Committee Reviews

November 23, 2 sy 0 2076

= Addendurm Material
Mowmber 30 2015

I

|

5 From the bottom app bar, you can Sync All updates or Check for Updates.
6 If you sit on multiple boards, you can return to the Board Selector screen by selecting the My Boards button.

7 Select on a committee or meeting group name to display only books relevant to that group. A back arrow icon
will appear in the upper-left corner to return to the complete book list.
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e

sclates Settings

Note: Pinch anywhere in the middle of the screen to display a list of all available meeting groups. Select a
meeting group name to view the relevant books for that section.
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8 BOARDS FOR WINDOWS — FINDING CONFERENCING
INFORMATION

Conference details can appear directly on a book, making it easy to open links to third-party video conferencing
solutions and more.

1 On the Current Books screen, select the Conference Details button for the meeting book for which you would
like to view information. This button will appear when your administrator has added conferencing information to
the book's details.

ACME Companies CURRENT BOOKS
ALL COMMITTEES

Main Board

Board of Directors Meeting - Q2 07 70 Board of Directors Meeting - Q1 2020
2020 DETAILS February 1. 2020
May 13. 2020

VOTING IN PROGRESS :
YOUIR VOTE MAS BEEN CAST 4

COVID-19 Response Board of Directors Meeting - Q4 2019
DETAILS

April 28, 2020 MNevember 14 2019

« VOTIMNG IN PROGRESS =
WU HAVE 1 VOTE PENDING

Diligent
F Boards

2 The "Conference Details" window will open, displaying the conference information that your administrator has
added. Select a link to open the conferencing app or web page.
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Board of Directors Meeting - Q2 2020

ACME Companies B R
ALL COMMITTEES w Conference Details

r,ﬂ ain E‘I DHrd Foar beest results, nvtall the conferencing app in use prior to opening &

link,
Board of Directors Meeting - Q2 T
2020 DETAILS
May 13 2020 Meating rumber (acoess codel 000 000 000

Whien it's time, join your meeting hene.

o
R 'FOUIR VIRE HAS BEEM CAST Join meating - hitpsmestingsite1 2L com/abode 123

COMFERENC Join wm
DETAILS Tap 2 call in from a mobile device (attendees only)
o - D00-000-0000 United States Toll (Mew York City)
+d0-00-0000-0000 Linited Kingdoem Tel
Global call-in numbers - httpelfmestingsite12Lcomy
dlobalnambens

If you are & host. go heve - hips,//meetingsite 23 .com/hosisite

Note: To easily view Diligent Boards and your video conferencing app side by side in Windows 10, use Snap, or
just drag and resize each window so that they're next to each other.
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9 BOARDS FOR WINDOWS — USING THE AGENDA AND OPENING

A BOOK

1 To open a book to its first page, select the book icon or title.

2 To go to the book agenda, select the Go To Agenda icon. If there is no agenda icon, the book does not contain
an agenda tab.

3 To pick up where you were last reading, select the Ellipses button in the lower-left corner of the screen and tap
the Resume Reading icon in the bottom app bar.

4 Select the Update History icon to see a list of recent important changes to a book. select any item on the list to
go directly to the updated content.

5 Books that contain annotations will display an annotation icon in the book tile. Select this icon to see a list of all
the annotations in the book. Select any item in this list to go directly to the section that contains that annotation.

CURRENT BODKS AESE ENTER QUESTHINNAIRES

Board of Directors Meeting - Q1 2016

WU HAVE 3 VOTES PERCENG

Board of Directors Meeting - (4 2015 Committee Reviews

Addendurn Material
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10 BOARDS FOR WINDOWS — RESETTING A BOOK

Individual books or entire books for a meeting group can be removed from being stored offline and reset.
Annotations for an individual book or an entire meeting group can be permanently deleted.

1 To remove an individual book from offline storage or delete its annotations, press and hold anywhere on the
book tile for several seconds.

1a To remove all books from offline storage or delete all annotations from the meeting group level, press and hold
anywhere on the meeting group name for several seconds.

2 A menu will appear above or below the relevant book tile or meeting group name with an option to Reset Book(s)
or Delete All Annotations. Selecting either option will prompt an alert to confirm your choice.

Note: If there are no associated annotations, you will only see the “Reset Book(s)” option. Resetting one or
more books may permanently delete any associated unsynced page markups and may also delete your notes,
depending on your site configuration.

DiligentDocs

Board of Directors Meeting - Q1 2016

Mavch 03, 2016

Board of Directors Meeting - Q4 2015

November &2 20

« WTENG I PROGRESS
WOL! HEVE 3 WOTES PENDENG
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11 BOARDS FOR WINDOWS — UPDATE HISTORY

Update History presents a list of important changes that have been made to a book since the last time it was
synced, allowing you to review them easily.

1 After downloading a newly updated book, an Update History icon will appear. Select this icon to reveal the list
of book updates.

2 The Update History list will display the book changes your administrator has chosen to highlight, as well as any
comments pertaining to the change.

3 Select any item in the list to go directly to the updated section of the book.

@ACME CURRENT BOOKS

Main Board

R&D Cuarterly Overview

September 13, 2015

) Update History @
* Latest Updates

Rivised Materiol, 6152015 Page 2
Tab & Approval of Minutes of May 2014 Meeting
Update Marutes 1o reflect new scheduling requested

by Ehe Ausdit Committes

. MNew Material, 6152015 Pages 14:15
2.4: Audit Committes Report
Added Audit Committes Beport s reflec poates
to Minues.
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12 BOARDS FOR WINDOWS — ANNOTATIONS LIST

The annotations list presents all of your personal and shared book annotations, and allows you to go directly to
their location in the book.

1 If a book contains public annotations or annotations that you have created, an annotations icon will appear.
Select this icon to reveal the annotations list. Annotations include notes, pen marks, highlighter marks and
bookmarks.

2 The annotations list will display your public and private notes, public notes belonging to others, and any pen
markups and highlights that you have made.

3 Select any item in the list to go directly to the section of the book where that annotation appears. You will be
brought to the first annotated page of the section or tab where your chosen annotation appears.

{‘;-}ACM E g CURRENT BOOKS

Main Board

Board of Directors Meeting

\’ e e P R
WO w3 WO PO
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13 BOARDS FOR WINDOWS — ARCHIVED BOOKS

Books from prior meetings can be viewed in the Archived Books section. Archived Books are not synchronized to
the Windows device and will require a Wi-Fi or cellular network to be viewed.

1 To access archived books, swipe down anywhere from the top border of the screen or select the Ellipses button
in the lower-left corner of the screen. Select the Archived Books icon in the top app bar that appears.

Tip: The first time you access the Archived Books section, it will check for updates and list the latest set of
books from your previous meeting(s).

2 To manually check for updates to Archived Books, swipe up anywhere from the bottom border of the screen
or select the Ellipses button in the lower-left corner of the screen, and select the Check for Updates icon in the
bottom app bar.

Note: The application will automatically check for recent updates or changes the first time you navigate to the
Archived Books section after log-in.

3 The filter bar above the book tiles reflects the criteria determining the range of books displayed.

4 If annotations were made on a book before it was archived, the Annotations icon will appear. This indicates that
previously made annotations can be viewed. Annotations cannot be added to or updated once a book is archived.
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Main Board

Cnrpmrate_ Development Timeline

August 12

Accounts Review
Augurt 12 2018

Check for Updates

Note: Books can be archived with or without annotations at the discretion of your site’s administrator.

5 To change the range of archived books displayed, select from any of the drop-down menus in the filter bar, which
include the following criteria:

5a Committee Filter, including an option for “All Committees.”
5b Year Filter, including an option for “All Years.”
5c Date Range Filter, allowing “All Months” or any range of months to be selected.

6 To open an archived book to its first page, select anywhere on the relevant book tile
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ALL COMMITTEES » ALLYEARS » AUGUST 2013 - JANUARY 2014 »

Committese Revie

12 2012
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Accounts Review
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14 BOARDS FOR WINDOWS — RESOURCE CENTER

A library of reference documents and governance information can be found in the Resource Center.

1 To access the Resource Center, select Resource Center from the top app bar.

Note: The application will automatically check for recent updates or changes the first time you navigate to the
Resource Center section after signing in.

2 To manually check for updates in the Resource Center, select the Check for Updates icon in the bottom app bar.

3 The Resource Center may contain a collection of offline and online-only items. Online-Only items require an
internet connection to access them. Offline items can be synced to the device for access at any time.

4 Folders that contain new or updated items will have a Colored Corner.

CURRENT BOOKS SOURCE CEMNT QUESTIOMNMAIRES

ALL COMMITTEES »  FILTER: OFF +» SORT BY: DEFAULT

Board Mailings and Current Board and Committee
Information Information

Board Crganizational Management Information k
Documents

Mew Director Orientation Policies
Briefing

Syne All Check for Updates

5 To sync every offline document in an offline folder, select the Sync arrow on the folder tile. This will let you
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access those documents while offline.

Note: Offline folders may contain online-only documents. These will require an internet connection to view, even
if the rest of the folder is synced.

6 Select any folder tile to view the folder’s contents. You can look inside offline folders even if you haven't synced
them.

0 N = i

CURRENT BOOKS ARCHIVED BOOKS R CE CONTACTS CALENDAR CQUESTIONMAIRES.

ALL COMMITTEES » FILTER: OFF »  SORT BY: DEFAULT »

Board Mailings and Current Board and Cammitlee
Information Information

A

Board Organizational Management Information
Documents

Select a document to preview

MNew Director Orientation Palicies

Briefing

(6
® @

Alerts Preview

7 To go back to the last folder you were in, select the Back button.

8 To see a list of all of the parent folders of the folder you are in, select the Name of the Current Folder. Select
any folder from the list that appears to return to that folder.
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CURREMT BODKS ARCHIVED BOOKS RESOH CEMNTER CALENDAR QUESTIONMHAIRES

ALL COMMITTEES »  FILTER: OFF w  SORT BY: DEFAULT  w

'i_(_-"l Policies v

NEW

Code of Ethical Conduct

b Fublic Disclosure (Reg. FD) Employee Handbook
Policy Moy 23, 2015

9 New or updated documents will have a Colored Corner.

k Certificate of Incorporation
September 10, 2015

10 To view an individual, unsynced offline document, you must sync it. Select the Sync arrow on the document
icon.

NEW

By-Laws
@ y

9,
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11 You can sync all offline documents in the folder you have open by selecting Sync All in the bottom app bar.
Offline documents in sub folders will also be synced.

Note: If you exit all Resource Center folders and select “Sync All," you will sync every offline document in the
Resource Center.

12 Select any document to preview it. Select on the edges of the preview to move between the pages of the
document.

Note: Unsynced and online-only items can only be previewed with an internet connection.

13 Select Document Properties to see more information about the document, including its length, the date it was
added and its location in the Resource Center.

14 If you would rather see more folders and documents at once, the preview window can be disabled. In the
bottom app bar, select Preview to turn it off.

15 Select the preview page to open the document. You may be asked to sync. If you've disabled Preview, you can
open the document simply by selecting its icon.

= @

Ty 15 CURRENT BOOKS OKS ENTER CALENDAR QUESTIONMNAIRES
ALLCOMMITTEES »  FILTER: OFF »  SORT BY: DEFAULT w

. o

'-\(-:l Policies «

NEW
L Coade of Ethical Conduct

b Fublic Disclosure (Reg. FD) .. Employee Handbook

(12)

Palicy Juiy 23 2015
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16 Navigating a Resource Center document is like navigating a book. See Book navigation for more information.
17 To export annotated pages to a PDF, select Export. See Exporting annotations for more information.

18 Select Print to print the document in whole or in part, or to print all documents in the folder. See the section on
Printing for more information.

@ Policies | Employee Handbook

ABC COMPANY
XY E HOLDINGS, LIMITED
Havigatica A MAJOR FINANCIAL COMPANY, INC.

(Hereinalier referred to dndividually a3 a “Group,™ and

B' collectively as the "Groups")

R MINUTES OF THE GATHERING OF THE
BOARDS OF DIRECTORS OF THE GROUP
p HELD ON December 1%, 2019

Pursuant to natice duly given by the Seenstary of the Groups, a gabering of the Boards of Directors of the Groups
was held on December 17, 2009, On December 17 the meeting was held at the offices of XY Z Holdings, Inc.

FURTHER RESOLYED, "The major pertion of concrete was mixed by machine at & cost of 66 ¢is, per yord, including
wheeling 10 place, coal and rurning of mixing machine, wages being $1.50 per day of 8 hrs, Stone was delivened
alongside of machine and all material had to be whoeled in barrows wpon the platform, and after mixing. Placing and
ramming concrele around the forms cost, Per cu, wil, additional, Setting forms in invert cost per ou, ., setting cenlers
per cu. yd. Cost of seiting forns and centers includes placing sieel metal. Each lineal oot of 9Y4 Al sewer contained 1| cu
v, of concrete, alihough the section only calls for 0,94 cu, vd. The excess was usually wasted by falling over sides of
lorms or bemg made too thick ar crown.

FURTHER RESOLYVED, The greater cost of the columns forms aver the girders and top was due 1o the Fact that the
columns forms wiene kandled almost exclusively by the carpenters, and also in serting them great care and musch time had
fo b s b et them plumb and in line, The cost of the forms for the sides was about twice 0s great as that for the top
amd girders. The reasons For this are evident. The walls had forms on both sides, while the top needad Forming only
undderncath it, the area covered on the forms being abowt 2,200 5q, ft. as compared to 1,000 sq. fi. The side forms had to be
set plumb and kept 50, The framing was done ahead, bt nearly half of the lumber in the ssdes was erected as the concre=
was being put in plsce. The forms for the 1op were all put in place before any conereting was done on 1@. and the

Note: Online-only documents cannot be printed or exported.

19 Offline Resource Center documents have full annotation functionality. See the Book Annotations and Notes
section for more information.

Note: Online-only documents cannot be annotated.

20 When you're done using a Resource Center document, select the Back button.
P |

21 To remove a Resource Center document from your device, select and hold until the Delete menu appears, and
select Reset item. You can also select and hold on a folder to remove all items in that folder from your device.
You'll be able to get any of these documents back later by syncing.

I
41 of 136 | Diligent Corporation




Note: If you tap and hold offline documents or folders, you'll also be given the option to remove all annotations
from those items.
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15 BOARDS FOR WINDOWS — RESOURCE CENTER FILTERS

Resource Center filters can hide any documents and folders based on select criteria, making it easier to find items
in large or complex Resource Centers.

1 While in the Resource Center, select Filter.

2 In the filter menu that appears, you can filter by:

2a Type - Whether the items are available online or offline only

2b Date Added - How recently the item was added to the Resource Center

2¢ Category - The category the item is in

@ACNG) RESOURCE CENTER

ALL COMMITTEES »  FILTER: OFF » SORT BY: DEFALULT »
TYFE

OFFLINE ITEMS ONLY

Informati Information

Board M1 OMLINE ITEMS OMLY Board and Committee SEC Filings

WITHIN 3 MONTHS

WIATHNE O MCATHS Management Information Research Projects

Documen caregory. SELECT ALt

(2

CATEGORY B

. CATEGORY C
MNew Direg

Policies Management Reports
. Briefing ' - '

Note: You can use any of these filters simultaneously. If your Resource Center does not use categories, the
“Category” filter will not be available.

3 Select the All Committees filter to show only Resource Center items from a specific group or committee.

4 By default, Resource Center items will be sorted by the order that was chosen by your Diligent Boards
administrator. Select the Sort By option to sort alphabetically instead.
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RESOURCE CENTER

ALL COMMITTEES ~  FILTER: OFF » SORT BY: DEFAULT

ALL COMBAITTEES

DILIGENTDOCS

| AUDIT COMMITTEE rrent

Board and Committee
Information

SEC Filings

COMPEMSATION & BEENEFITS COMMITTEE

NOMINATING COMBMITTEE

FIMANCE COMMITTEE

REGULATORY COMMITTEE

[ ——

Management Information Research Projects
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16 BOARDS FOR WINDOWS — SITE SEARCH

The Search screen makes it easy to find a word or term in almost any section of the site.

Note: You must have an active internet connection in order to use Search.

1 Before opening a book, select the ellipses button in the lower-left corner of the screen or swipe down anywhere
from the top border of the screen.

2 Select the Search icon in the top app bar that appears.

G u

ALL COMMITTIES »  ALL DATES W

150+ Pages contain “assets”

Select a search result 1o
P

Note: You can also search within a book that you are currently reading. See Book navigation - Search for more
information.

3 Select the Current Books, Archived Books or Resource Center buttons to select the sections to search. You can
search multiple sections at once.

4 Select the arrow above the Search field to reveal search options:
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> Search All Terms shows only documents where all terms appear. If you searched for “My Documents,” this
search would result in a list of documents that only include both the words “My” and “Documents.”

> Search Any Term shows all documents that contain any one of the words being searched for.

> Search Exact Phrase shows only documents where the exact phrase being searched for appears.

5 Select the Search field and type in the terms for which you would like to look. Select the orange Search button;
the search itself may take several moments.

6 Search results will appear in a list of tiles. Swipe left and right on this list to explore the results. Select a result
to display a preview of the document on the right of the display.

7 Select the Filter options to filter the search results by committee, or to sort results by meeting date.

8 Search terms will appear highlighted on the Page Preview. Select this preview to go to that page in the Page
View; your search terms will remain highlighted. Swipe the preview to the right or left to go to the previous or next
result.

Note: Your most recent search will be retained on the search screen until you conduct a new search, are
disconnected from Diligent Boards or perform a “Check for Updates.”
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17 BOARDS FOR WINDOWS — BOOK NAVIGATION — VIEWING
BOOK CONTENTS

The Page View offers multiple ways to navigate and view the content of a book.

1 Select the Ellipses button in the lower-left corner of the screen, or swipe down anywhere from the top border of
the screen, to view the top and bottom app bars.

1a The top app bar displays the book and tab titles.

1b Selecting the Back Arrow icon in the top app bar will return to the Current Books Hub.

py
{{_.:' Board of Directors Meeting - Q1 2016 | Tab 4: Comm @

Dhverview

¥ Tab 4: Committes Reports
Mission

Page 13

Fage 14
Representative Clients

Page 15
|}
PFage 16
Fage 17
Page 18
Market Analysis

W 4.1 Investment Report

Page 19
1c To keep the top app bar visible while navigating the book, select the Lock Title Bar icon in the bottom app bar.

1d Select the Full Screen icon to hide all of the buttons and bars, making only the page visible. To exit Full Screen
mode, swipe up from the bottom of the screen or right-click with the mouse, and select the icon again.
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2 Select the Navigation icon to view an outline of the book’s tab sections.
3 Select the Annotations icon to view an outline of the book’s annotations.

4 Select a blue link to be taken to a referenced section of the book, an external website or another application.

@ Board of Directors Meeting | 4.1: Form 10K

Aannoiathors

0

1. Minules

0. Boord Mnutes ...........
0 b, Joini Dérecior Logn ©
€. E.!u- freet E EIIIIIII[[ 1
2, Mew Bonk Boord Business

Crvarviarw of Accounbing !
Loons wnckers Canaally Ac
Business ConbimuityPolicy |
Baing s Conlinity Plan Py
Updote from directons” the
Conlatencs

angr @

5 After you've selected a link, the Back Arrow button will become the Link History button. Select this button to
go back to the page that contained the link, or select and hold the button to see a list of all the page links you've
selected while reading the book.

Note: Only links within Diligent Boards will be recorded in Link History.

6 Select the left or right sides of the document to turn pages or swipe left and right to turn pages.

7 To view the book agenda, select on the Agenda icon. Select this button again to return to the page you were
reading.

8 Press and slide your finger on the Page Slider to quickly scroll through pages.

9 To navigate to a specific page, select the Page Number icon, type the page number in the field that appears and

I
48 of 136 | Diligent Corporation




. Diligent

press Enter on your keyboard.

10 If you see a light Watermark on the page, your administrator has enabled watermarking on your site. You
cannot disable or change the watermark.

of Directors Meeting - Q3 2017 | Tab 1: Agenda

| ®
= XYZ Company ——
Board Meeting — Q3 2017 I
& Agenda {:J
Voting B30 - 10°00 AM I t: "
CALL TO ORDER @ )
- =
1000 -1 1:00 AM
Srarch o Approval of Minutes G
2. Board Minutes
i i i -!'";‘I
4 Techn miittee Mi =
10,00 -10-30 AM (=)
Mew Business - Sarah Adams bl
10:30-11:30 AM ©)
Committes Reports = Ronald Haif e
©_O ' imsarons- e o
Financial Reporing Progress — Michast S0

s B- 1:00 - 2:00 P HE

Pos sl i Bila s s sl el A e sstaliaos 0. .000m .
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18 BOARDS FOR WINDOWS — BOOK NAVIGATION — NAVIGATION

PANEL

The Navigation Outline will allow you to view and navigate the contents of a book.

1 Select the Navigation icon to open the Navigation Outline.

2 The Navigation Outline displays a list of all the tabs and sub tabs in the book.

2a Selecting a tab or sub tab title will take you to the relevant section of the book.

2b The titles in the Navigation Qutline will remain highlighted as you navigate through their corresponding pages.
3 Selecting the arrow icon next to a tab name will expand or collapse the sections in that tab.

4 Select the Expand/Collapse icon to expand or collapse all of the sections in the menu at once.

—
€] Board of Directors Meeting - Q1 2016 | Tab 4: Committee Reports

of the countries in which we operate, so client can place their fulll trust in cur
handling of their assets, This level of service is difficals to replicate in any
imtﬂ-h.-_v, and our clicrds have -.m\i-d-.-ml_f rabed A I':mn-:ul{'nmp.my as &
stellar Francial product expensnce.

A Firsncial company has enjoyed robust growth of its assets urder mansgement
for the List eightt years

Grneth of Assels Under Manspement

Assets Under Management
250
;m
g L
s L

00 JOOF  POOE OO HMIO A1 AM2 RN3 ROl A0S
LU

Portfolio Mix

)
g - Fund W |Mrmmllﬂ

Note: When your Windows device is in portrait orientation, or if Diligent Boards is using a view that makes it
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taller than it is wide, the Navigation Panel will display as a hover menu over the page. In this mode, selecting an
item in the Navigation Panel will close the hover menu and take you to the relevant section of the book.

Tip: You can always hide or show the Navigation Panel by selecting the “Navigation” icon.
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19 BOARDS FOR WINDOWS — BOOK NAVIGATION — SEARCH

1 To find words or phrases in the book, select the Search icon.

Note: Select the Search icon again to close the search menu. Search requires an internet connection.

2 Select the Search field and type in the terms for which you would like to look. Select the orange Search button;
the search itself may take several moments.

3 Search results will appear in an outline. Select a result to go to that page.

W have been an investment leader for over 120 years, generating and
mwintaining a variety of specifically tailored cliont portfolios. Toslay our pssets
under management botal over S22 billion, thanks to a robust clienl base of over
W0 organizations spread across 19 countries. We've created undque investment
profiles b match the varying needs of all of our clients.

Headquartered in Los Angeles, A Firanclal Company has ancillary offices in
Zurich, London, Mew York, Sydney and Shamghai,

W Tab 4: Committes Reports

As A Financial Company, we strive to surpass all of our clients” investment
goals, W ane sharply focused on the sssets of our clients, and managing them
Page 13 im b meost efficient and profitable manmer, We pride ourselves on being
pu‘iwncl:r cwned by active, illusirsous financial professionals who share the same
goals as all of our clicnts.

Page 14

Representative Clients Iprrmcons A Finaseisd Servaces Compuary

A Shale Betirement System Privabe Undversity

Page 15 @ The Bailroad Monstary Aulberitios (1 confidential)
A Major Bank A Securibies Group

: Arcther Major Rank Mustipde Trrvsacem

oI An Intermatonal Lie bnsurance Conspary A Limsted Liskality Holding
Busdress Whalesaler A Povwsion

Page 17 Stane Bourd A Commasnity Ceoasp

' A Mational Life Insssrance Company A Finamor {arcap

An Inlermatsonal Organiration Mo s

Page 18

O urdquie cone compebency’ is our best-in-class market analvsis, Ouar fAnancisl
aralysts are soeme of the best in the industry, and their track necond Bears that
o, In addition o this we have a highly qualified team of investrment
professionals, who work dosely with our analysts to ersare that A Financial
Page 19 Company”s understaniding of the market s comprehensive and naanced. We
have hired our analysts and investment professionals out of some of the most

dymamic anel profitable industries on the market, in onder o ersune that we Annatatians
Fage 20 have a breadth of understanding. Many of our emiployess have also trusted tﬂ

compoensstion ke our own investmeni financial products, in order (o better ol

W 4.1 Imvestment Report
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20 BOARDS FOR WINDOWS — READING AND NAVIGATING A

BOOK

The page view displays all your book content and includes features for an optimal book reading and navigation
experience. To get to the page view, select any book in the bookshelf list view.

1 To turn pages, select the left or right sides of the document, or swipe left or right anywhere on the page.

2 Select the Navigation icon to view a list of sections in the book. Select a section in this list to move to the first
page of that section. Select the Navigation icon again to hide the list.

3 Select or click the Ellipses icon in the bottom-left corner to show the top and bottom menu bars. Select
anywhere on screen to hide the bars.

4 Some books may contain links. Select on a link to be taken to the referenced section of the book, or to an
external website or application.

5 After you've selected on a link, the Back Arrow button will become the Link History button. Select this button to
go back to the page that contained the link, or select and hold the button to see a list of all the page links you've
selected while reading the book.

6 Select the Agenda icon to open the book’s agenda. Select the icon again to return to the last page that was
viewed in the book.

7 Select and slide your finger on the page slider to scroll through the book.

8 Select the page number icon to display the keyboard and a field to enter a specific page number. Select Enter on
the keyboard to go to the page entered.
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9 Select the Search icon to reveal the in-book search menu.

10 From the search menu, type any word or phrase and select the Search button to look for those terms in the
book you're currently viewing.

11 Select Print to print the book in whole or in part, or Export to save a PDF of your annotated book content.

12 To return to the bookshelf list view, select the Back Arrow icon in the upper-left-hand corner of the screen.
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21 BOARDS FOR WINDOWS — SELECTING AND MANAGING

BOOKS

The bookshelf list view displays all of your board's current meeting books. From here, you can select a book to
read, or update a book to its latest version with one select.

1 After logging on, you will be taken to the bookshelf list view. All of your upcoming and recent meeting books are
available in this view.

Note: If you sit on multiple boards, you may be asked to select a board instead. Select one ofyour boards to
enter the bookshelf list view for that board.

Select on a book to download it to your device.

2 After it starts to download, select on a book’s name to begin reading it. You can read a book while it downloads
in the background.

3 Select the Go To Agenda icon to go directly to that book’s agenda page.

4 For additional options, select the Ellipses icon in the bottom-left corner, or right-click anywhere on the screen.
Top and bottom menu bars will appear.
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Comamatton Roviews

5 Diligent Boards will automatically check for updated versions of your books when you log on. Select each book
to download these changes.

9 Bl =

Note: Once a book is downloaded, it can be read with or without an Internet connection.

6 Select the Search icon to reveal the search screen. From this screen, you can search for any word or phrase in a
variety of board resource locations.

7 Books from previous meetings are available to view by selecting Archived Books.

8 If your administrator has created an alert message, it will pop up when you log on. To make it reappear at any
time, select the Alerts icon.

9 From the bottom menu bar, you can Check for Updates or Sync All to download all books and updates at once.
You can also access Settings or Log Off.

I
57 of 136 | Diligent Corporation




. Diligent

DiligentDocs
Egard of Directors Meeting - (1 2016

-:uq.m]unnww:. B m

Egard of Directors Meeting - (4 2015

Comamatton Roviews

I
58 of 136 | Diligent Corporation




. Diligent

22 BOARDS FOR WINDOWS — CREATING NOTES AND

ANNOTATIONS

The Markup Toolbar will display several options to create annotations, which includes Sticky Notes, Page Markups
and Bookmarks.

Tip: To show or hide the Annotations Toolbar, swipe up anywhere from the bottom border of the screen and
select the “Annotate” icon in the bottom app bar.

1 Select the upper-right-hand corner to Bookmark the page. This can be done out of markup mode as well, by
selecting in the upper-right corner of the document.

2 The Add Note icon will open a note on the screen where you can type information using your keyboard.

Tip: You can also select and hold your finger anywhere on the page to create a note there.

2a Select the Expand icon to see more of the note at once.
2b When finished typing, select Save.

2¢ Upon saving your note, a stack with note icons will appear on the right side of the page. Notes you have created
appear yellow. Select the icon to view or edit the note. Select and hold the icon to move it anywhere on the page.

Tip: If the note time stamp setting is enabled by your administrator, a time stamp indicating the time the note
was created will appear in the corner. This time stamp will update if the note is edited. If the note is shared, the
time stamp will reflect when others could first see the note.

3 Notes that are being shared with you by others appear blue. You can read these notes, but you cannot move
them or change the original note message.
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4 The Highlighter tool draws a thick translucent line on the page.

5 The Pen tool draws a solid line on the page.

6 When the highlighter or pen tool is selected, selecting the Options icon will display a panel with options.
6a Select a Color swatch to change the color of the pen or highlighter.

6b The panel for the pen tool will include options to set the Line Thickness.

Tip: Creating markups can also be done using a Windows stylus pen, which is available at most office supply
stores.

7 Select the Navigate icon to turn pages and zoom without drawing on the page. This effectively turns off the pen
and highlighter tools.
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2.1, Board Minutes
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. Committes Reparts

5.1. Audit Report
= Loan Production Office update
" Tracking log

5.2. Technology Report

8 The Eraser tool allows you to delete individual pen or highlight markups on the page. When this option is
selected, slide your finger or stylus over any part of the markup line. The entire stroke of the line will be deleted.

Note: The Eraser tool works only with pen and highlight markups. Once a markup has been erased, it cannot be
retrieved.

9 Select the Delete icon for a menu of options to remove all page annotations, markups only or all book
annotations.

10 To keep your annotations from appearing on the screen, select the Hide Annotations icon. Select this button
again to reveal your annotations.
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23 BOARDS FOR WINDOWS — CREATING ANNOTATIONS

The annotations toolbar contains several options for easily adding your own annotations to a page, including a
pen, highlighter, sticky notes and bookmarks. To show or hide the annotations toolbar, swipe up from the bottom
border of the screen and select the Annotate icon in the bottom menu bar.

1 Select the Highlighter or Pen button to draw markups on the page. After selecting a tool, select the Options
button to change its color, or the line thickness of the pen.

2 Select the Erase button to remove any pen marks or highlights. Select any mark to erase it. This action cannot
be undone.

3 Select the Bookmark button to create a bookmark on the current page. This can also be done while the
annotations toolbar is hidden by selecting the upper-right-hand corner of a document at any time.

4 Select the Add Note button to create a sticky note on the page. Use your keyboard to enter text. Select Save to
keep the note or select Cancel to delete it.
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Note: Select and hold your finger anywhere on the page to create a sticky note inthat location.

5 Your saved sticky notes appear in the upper-right-hand corner in yellow. Select on a sticky note to view or edit
it. The public notes of others appear in blue. Select on one to view it. You cannot edit the notes of others.

6 To make your sticky notes visible to others, select the Private icon. From the menu that appears, select Public
to Everyone or Share with Select Viewers.

Note: If this option isn't available, it has been disabled by your administrator.

7 Select the Delete button for a menu of options to remove all page annotations, markups only or all book
annotations.

8 Select the Navigate button to cease using the annotations tools and return to turning pages normally.

9 To view and manage all of your annotations, select the Annotations button.

@ Board of Directors Meeting | Agenda
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Note: The annotations toolbar is optional, and may be disabled by your site’s administrator.
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24 BOARDS FOR WINDOWS — ANNOTATIONS PANEL

The Annotations Outline can be used to preview and manage all of the notes in the entire book.
1 Select the Annotations icon to open the outline.
2 The annotations panel displays all sticky notes on each page.

2a Selecting a Note Preview from the list will take you directly to the page associated with the note and open the
note on the screen.

3 If a page has been bookmarked or has markups, the relevant icons will appear in the row with the associated
page number. Selecting this page row will take you to the document without opening any notes.

4 Select the Refresh icon to sync any recent changes that may have been made to annotations that are being
shared with you, or that you've made on other devices.

Note: Changes to notes will automatically sync every 30 seconds; you don't need to do anything. If your site has
note commenting enabled, comments will also auto-sync.

5 Select the Expand/Collapse icon to expand or collapse all of the sections in the menu at once.

I
65 of 136 | Diligent Corporation




4.1: Investment Report

of the countries in which we operate, so client can place their fulll trust in car
handling of their assets. This level of service is difficalt o replicate inany
irslustry, and our clients have corsistently rated A Financial Company as &
stedlar Francial prodect CEPETRTICE,

A Financial company has emjoyed robust growth of its assets under management
. . for the last eight years.

Il thee
Grorth of Assels Umder Mangperment

Annatathons
¥ Tab 4 Committes Reports
Fage 13 A e AL vou BHA/2015 11:45 AM
. IMice work, Steelhull team| This is phencemenal growth for such a
W 41 Invesiment Report young offering.

W Page 20

“‘ e s

E Fund W1 |l.ﬂ-n-d'r..|n

I
66 of 136 | Diligent Corp




. Diligent

25 BOARDS FOR WINDOWS — SHARING NOTES

By default, your notes are private — they can only be seen by you. To make a note visible to anyone else, you must
share it.

1 While creating or editing a note, select the Private icon. A sharing menu will appear.

This is a note | want to share

Note: If selecting this icon doesn’t do anything, note sharing may have been disabled by your administrator.

2 To share the note with everyone who has access to the page or tab the note is on, select Public to Everyone.

3 To choose who specifically should see the note, select Share with Select Viewers.

Note: If this option isn't available, it has been disabled by your administrator.

4 If you chose to share with selected viewers, a list of other people who can see the page or tab the note is on will
appear. Select the name of each person with whom you'd like to share the note.

5 Use the Search field to search the list of people. Typing into this field will reveal search results as you type.

6 Select OK. You may have to confirm your sharing options.
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7 The Viewers icon will display the number of people with whom the note will be shared. If you need to add or
remove viewers from your note, select this icon. The list of viewers will appear again. Follow the above steps to
change who can see the note.

8 The note will not be shared with your selected viewers until it is saved. Select Share to publish the note and
make it visible to others.
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L You 6/16/2015 1:17 PM
This is a note that is being shared.

(7) (8]

Note: You can also follow these instructions on existing notes to change who can see them, or to make public
and shared notes private again. If the creator of a shared note makes the note private again, they will still be
able to read the comments on the note, but nobody else will.

9 Notes that you share will appear to others in blue. Shared notes will appear in all versions of Diligent Boards.

@ Add Comment
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26 BOARDS FOR WINDOWS — COMMENTING ON NOTES

Note commenting allows you to leave remarks on other people’s shared notes, and to read and respond to
comments others have left on notes you have shared.

1 Books that contain comments you haven't read yet will display a speech button above the annotations icon on
the book tile. Select the annotations icon.

2 In the annotations flyout that appears, every note containing comments you haven't read will display the same
speech bubble icon. Select any one of these to open the book up to the page the note is on.

—
kain Board

Note: If a note has comments you haven't read, the speech bubble icon will also appear on the note, both in the
annotations panel and on the page where the note appears.

3 Comments that you and others have made on a shared note will appear above the note text, with the most recent
comment at the top. If there are more comments on the note than are visible, swipe or scroll up and down this list
to see more of them.

4 Select the Expand icon to reveal more of a long comment list at once.

5 While viewing a shared note, select Add Comment.
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Note: If this option isn't available, commenting has been disabled by your administrator.

6 Type your comment into the text field.

Note: The maximum comment length is 300 characters.

7 Select the Viewer icon to see a list of everyone who can see this note. They will be able to see your comment
as well.

8 Select Share. Your comment will be added above the note, at the top of the comment thread. The date and time
you created the comment will also appear.

9 To remove your comment, select and hold or right-click it and select Delete Comment when it appears. No one
will be able to see the comment after it has been deleted. A record of removal will take the place of any deleted
comment.
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SHARE CANCEL

Note: If the creator of the note deletes the note, all comments on the note will be deleted as well. They cannot
be recovered.
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27 BOARDS FOR WINDOWS — NOTE SAVER

Note Saver protects your annotations, so they can’t be lost in cases where an administrator updates or replaces a
book page.

Note: Note Saver must be enabled before it can be used on your site. Contact your site administrator or
Customer Success Manager for more information.

1 After a page has been updated or replaced in a book and those changes have been synced, select the
Annotations button. The annotations panel will appear.

2 Any pages that were annotated before they were replaced or removed will appear in the panel as a Removed
Page. Removed pages will contain annotations created by you, as well as notes that have been shared with you.

Note: You can continue to create and share comments on existing shared notes that appear on removed pages.

3 Select the Removed Page to see a copy of the old page, with annotations in place.

Note: If you don’t want to see removed pages in your annotations list, you can change the filter setting at the
top-left of the list from “Off” to “Current Pages Only.” You can also set the filter to show “Removed Pages Only.”

4 To print or export the page to PDF for your records, or to delete it entirely, select the ellipses button to open the
bottom app bar.
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= The Combined Statement contains four parts:
* Part One-Fiscal Year Summary

. Two--Fiscal Year Defails of Recei

= Part Three--Fiscal Year Detail of Appropriations,
Outlays and Balances

= Part Four-Fiscal Year Other Information

5 To discard the removed page, select the Delete Page button.

6 Select Export to create a PDF of one or more removed pages, with or without an annotation summary. You'll be
able to save the PDF or share it using your installed sharing applications, if available.

7 Select Print to print one or more removed pages, with or without an annotation summary.
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= The Combined Statement contains four parts:
* Part One-Fiscal Year Summary

. Two--Fiscal Year Defails of Recei

= Part Three--Fiscal Year Detail of Appropriations,
Outlays and Balances

= Part Four-Fiscal Year Other Information

8 To move annotations back into the book, use the Compare button. You may need to select anywhere on the
screen to dismiss the bottom app bar first.
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9 The removed page will appear as a thumbnail over the equivalent current page. You can navigate the book as
you normally would until the old version of the page appears.

10 Use Move All ) to move all of the annotations from the removed page to the open page.
11 Use Delete All (*) to discard the removed page, as well as all annotations.

12 You can also Move or Delete individual notes from a removed page, if only some notes are still relevant.

Note: If all annotations are moved or deleted from a removed page, the removed page will be discarded.

13 To return to the removed page, select its Thumbnail.

14 To continue viewing the current book with the thumbnail closed, select the X button to the right of the
thumbnail.
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15 With the thumbnail closed, you can still move annotations from removed pages back into the book. While
viewing the current page, tap and hold or right-click the removed page in the annotations list. Select Move All
when the menu appears. You can also choose to Delete Page from this menu, which removes the recovered page.
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28 BOARDS FOR WINDOWS — TAB-LEVEL NOTES

Tab-level notes are notes that reference an entire tab, rather than a specific page within the tab. Diligent Boards
for Windows will display tab notes created on Diligent Boards OneClick and the Diligent Boards Web Client. It will
also convert notes to tab notes if the page the note is on is removed or replaced.

Note: You cannot create tab notes in Diligent Boards for Windows. Tab notes will appear, however, if they were
created in Diligent Boards OneClick or the Diligent Boards Web Client, or when the corresponding document to
a sticky note is deleted or replaced.

1 Select the row labeled Tab Notes to view a list of all tab notes available. A tab note is created dynamically under
the tab name of the book with which it is associated.
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2 Select a tab note in the list to open it on the page and allow you to edit or delete it. Each note within the list will
display a limited preview of its contents.
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Note: Public notes shared by other users will also appear in the tab note list. Selecting a public tab note will
open it on the screen and allow you to read the contents. You cannot edit or delete another user’s public note.

3 Press and hold or right-click on a tab note to reveal the following options:
3a Select Move to move the tab note to the current page. This will remove it from the tab notes list.
3b Select Delete to delete the highlighted tab note.

3c Select Delete All to delete every tab note in the list. This will only delete notes you created, not notes that have
been shared with you.

4 To return to the Annotations Outline, select the Back arrow or the tab title at the top of the tab notes list.
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29 BOARDS FOR WINDOWS — SYNC ANNOTATIONS ACROSS

DEVICES

Annotations created on most devices can be synced across all devices as a background process. A few highlights
are outlined below.

> The Diligent Boards site can be configured by your administrator to back up your annotations. If this setting is
enabled, your annotations will automatically sync to the Diligent Boards servers as a background process.

> Your sticky notes will be available on all devices you use to access Diligent Boards and will automatically
appear in the annotations panel for the relevant page of the book.

> All of your other annotations, including your highlights and pen markups, will be available on any Windows
device or iPad you use to access Diligent Boards. They will appear automatically on the relevant page of the
book.

Note: Your Windows device will automatically sync any sticky notes created on other devices when you first log
in or any time you use the “Check for Updates” feature.

Note: Highlights made in Diligent Boards OneClick will not sync to Windows devices or the iPad.

> When you manually delete an annotation on any device, it will be permanently deleted from all devices.
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30 BOARDS FOR WINDOWS — EXPORTING ANNOTATIONS

Annotations can be saved as a PDF file, as well as emailed via built-in Windows sharing tools.

Note: Annotations can only be exported from current books and offline items in the Resource Center.

1 While reading a current book or offline Resource Center item, select the ellipses button in the lower-left corner
of the screen or slide your finger up from the bottom edge of the screen to reveal the bottom app bar. If you are
using the mouse, click the right mouse button to reveal the bottom app bar.
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Note: If the Export button does not appear, exporting annotations may have been disabled by your site’s
administrator.

3 Select what you would like to export from the Annotations Range menu. You can select to export the current
page, the current tab, the entire book or any combination of tabs. Only sections of the book that have annotations
will be available in this list.

Note: When exporting annotations from the Resource Center, you can select to export the current page (if it's
annotated), all annotations on the current document, or all annotated pages on every document in the current
folder.

4 Choose whether you would like to include an annotation summary in your export by selecting from the
Annotation Summary menu. This summary will contain a list of pages that contain bookmarks, pen marks,
highlights and sticky notes. It will also contain sticky note content. To print just the annotations summary, select
Summary Only from this list.

5 Select Save As to save a PDF of your selected annotations to your local or network storage.

6 Select Share to send a PDF of your selected annotations via email. The Windows sharing tools menu may
contain other options for sharing your annotations, depending on your computer’s settings.
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7 If you've chosen to save a PDF, the Save screen will appear. Select the arrow to the right of This PC to switch
between local storage and any cloud storage solutions you may have.

8 The name of the folder or location you will be saving to will be to the right of This PC. This will usually be set
to the desktop by default.

9 Select Go Up to move up one folder level, to the parent folder of the one you're currently in.
10 Select any Folder button to move into that folder.
11 Type the name of the PDF into the Name field at the bottom of the screen.

12 Select Save to complete the PDF export.

This PC =0 iecine v

Note: If watermarking is enabled for your site, each page of the exported PDF will display your name and the
time of printing, as well as any custom text added by your administrator.

13 If you've chosen to share a PDF, the Share charm will appear. Select Mail to send an email that will include an
attached PDF of your selected annotations. Besides this attachment, the email will be blank.
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Note: If the mail icon does not appear in the Share charm, it may be disabled in your PC settings.

Note: Other options besides Mail may appear in the Share charm, depending on your PC configuration. These
third-party applications may not always function correctly with exported annotations.
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31 BOARDS FOR WINDOWS — PRINTING

Selected tabs or pages of the book, including annotated pages, can be printed directly from the page view of any
current book.

Note: Printing is available in current books and for offline items in the Resource Center. It is not available in
archived books or online-only Resource Center items.

1 While reading a current book or offline Resource Center item, select the Ellipses button in the lower-left corner
of the screen or slide your finger up from the bottom edge of the screen to reveal the bottom app bar. If you are
using the mouse, click the right mouse button to reveal the bottom app bar.

2 Select Print. The Print Settings menu will appear on the right side of the screen.
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Note: If the Print button does not appear, printing may have been disabled by your site’s administrator.

3 To print book content, select the Print Pages option.
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4 To print annotated content only, select the Print Annotations option.

5 If you've chosen to print pages, select what you would like to print from the Page Range menu. You can select
to print the current page, the current tab or the entire book. You can also type in a custom page range, separating
your chosen pages with commas and dashes. For example, to print just pages 3 and 14 through 27, type 3, 14-27
into the field.

Note: When printing from the Resource Center, you can select to print the current page, the current document
or all synced documents in the folder.

6 Slide Include Annotations to Yes if you would like your pen marks, highlights, bookmarks and sticky note
locations to appear on your printed pages. An annotation summary containing your sticky note content will also
be added to the start of the print job.

7 Select Continue.

€)  Board of Directors Masting | 4.1: Farm 30K

8 If you've chosen to print annotations, select what you would like to print from the Annotations Range menu. You
can select to print the current page, the current tab, the entire book or any combination of tabs. Only sections of
the book that have annotations will be available in this list.
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Note: When printing annotations from the Resource Center, you can select to print the current page (if it's
annotated), all annotations on the current document, or all annotated pages on every document in the current
folder.

9 Choose whether you would like to include an annotation summary in your printout by selecting from the
Annotation Summary menu. This summary will contain your sticky note content. You can also print just the
summary.

10 Select Continue.
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11 In the Printer List, select the printer you want to use.
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Windows 8.1

Board of Directors Meeting - 01 2016 - Print x
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Print an one side

Print Cancel

Windows 10
12 In the menu that appears, select how many Copies of your selection should be printed.
13 You may check your print selection using the Print Preview.

14 Additional options, like printer duplexing or color selection, will appear depending on the capabilities of your
printer.

15 Select More settings to choose additional options, including page orientation, collation settings and paper
quality configuration.
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Note: Select the back button by the name of your printer at the top of the “More settings” menu to return to the
print settings menu.

16 Select Print. Your print job will begin.

Windows 8.1
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Note: If watermarking is enabled for your site, each page of your printout will display your name and the time of
printing, as well as any custom text added by your administrator. When enabled, watermarks will also appear on
the Print Preview and on documents exported as a PDF via the Print dialog.

Did you know? Printing annotations to share with other board members may present security and compliance
risks. You can communicate among your board quickly and safely using Diligent Messenger, a secure
messaging tool built right into Diligent Boards.
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32 BOARDS FOR WINDOWS — CONTACTS

The contacts section contains a detailed list of all your board contacts.

1 To open the contacts list, in the bookshelf list view, select the Ellipses button in the lower-left corner and select
Contacts from the menu.

2 Select any contact in the list to display their detailed information.

3 Multiple sort and search options are available above the contact list. From here, you can search by typing a
name, filter by committee, or display only board or company contacts.

4 Select Email to email all board members or administrators. You can email an individual from their contact detail
view.

Note: Email functionality is optional and may be disabled by your administrator.

5 Select My Details to view your contact details. To edit your details, select the Ellipses button, and then select
Edit. You can then select most displayed details to edit them directly, including your photo and signature.
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33 BOARDS FOR WINDOWS — ADDING OR UPDATING A

SIGNATURE

Digital signatures, which can be used for confirming voting decisions or questionnaire answers, can be updated
directly from the Contacts section.

1 In the Contacts section, either select Your Name from the list of contacts or select My Details from the bottom
app bar.

n 5 i

CURREMT BOOKS ARCHNED BOOKS RESOURCE CEMNTER

ALL COMTACTS & SORT IV: LAST MAME »

J

Tim lohnson

ﬂi Michael Jones

¥ e

2 In the contact detail view, select Edit from the bottom app bar.
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tohnsoni@emailoom

mijarmesoni@g
212-555-0108

Work Address
1385 Broadway
Mew Yook, NY 10018

Waork Phone

212-555-0N06

Signature

3 Select the Add Signature button that appears. If you already have a signature, select it now to change it.
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) Tirn Johnson

=

ithe

Signature

3

! HBR: B: H: E
RN O

2A2-555-0000

Add Signature

Home Fax
Faos Bounber

2nd Home Address

Sarest

City

2nd Home Phone

4 A signing interface will appear. Sign the field on this screen.

Note: If the signature field is too small or too large, you can change its size by pinching in or out on your
touchscreen.

5 To clear the signature field and try signing again, select Redo.
6 To close the signing interface without saving a signature, use the Back button.

7 To accept your signature changes, select Confirm. Your signature won't be saved to your profile just yet.
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Please Sign Below

Cm/p'\o c.?}l//'\.aﬂ_,

By aslecting Conhim, you suthanse Dibgest Corparation and i sffiksted 85 sdd & digital sgasturs o your Dilgent Bsardd profile, and you hereky
conent to the ube of your electroni tignatere i peovided and represent that it is your gwn sgnature. This wall alicw you to use Dikgest Boards
features that suppost signing.

®ACME

=) Tirn Johnson

g

2nd Home Fax

Home Address Signature

i

Aggtant: Monxca Jsmeton

Suffix 2AE-555-0000

Add Signature

|

City

Home Phone
Telepkane Mumber

;

H
2
g

Home Fax
Faos Bounber

Buking

P York, MY 10018

Work Phone

Telephang Mumbar

I
98 of 136 | Diligent Corporation




. Diligent

34 BOARDS FOR WINDOWS — CALENDAR

The calendar lets you view all of your board’s meetings and events in a single, centralized location.
1 Select the Calendar button in the top menu bar. A list of events will be displayed.

2 Select Events, Month or Year to change how your calendar items are displayed.

3 Select Today to return the calendar to the current date.

4 Select the Filter arrow to view only events specific to a board or committee.

5 While in Event or Month view, select any event to get detailed information about that event. If there are multiple
events on a given day, you may have to select from an additional flyout menu.

6 Some event information may contain links. Select on a link to be taken to the referenced section of the book, or
to an external website or application.

7 If your administrator has Associated Books with an event, you can select and manage those books directly from
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the event information.

8 Select the Back button to return to viewing the calendar.

@.ﬁCME CALENDAR
oard of Directors Meesting - Q3

Associated Books

Baard of Directors Meeting - 01 2016

. =

l Board af Directors Meeting - 04 2015
]
I

ramker 212
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35 BOARDS FOR WINDOWS — VIEW VOTING ITEMS AND CAST

YOUR VOTE

Books can contain documents that can be voted on with or without electronic signature.

1 If a book contains voting documents that need your attention, a green Voting icon will appear on that book tile
in the bookshelf list view.

2 Select the Voting icon to see a voting panel containing more information about votes. Select View Document to
go directly to the voting document, which will contain information about the vote.

3 Select Go Vote to go directly to the signature page of the document, if voting requires signature confirmation.

ACME CDrﬂpanieS September 26, 2018

Main Board ' Voting Items

Tab 8: 08 Votes and Approvals

Signature Vote
IN PROGRESS | Your Vote Pending

Close NMate; 310,/20018

View Document Go \Vote e

Tab 8&: 08 Viotes and Approvals

Mon-Signature Viote
IN PROGRESS | Your Vote Pending

View Document Go Vote

Tab 8: 08 Viotes and Approvals

Anonymous Vote
IN PROGRESS | Your Wote P
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Note: If the vote doesn't require a signature, the “Go Vote” button will direct you to the first page of the voting
document.

4 A voting menu bar will appear at the top of the page. To vote, select from the options in this menu.

5 A voting check icon at the top of the window will show or hide the voting menu bar. This icon is present on all
pages of a voting document.

6 If the vote requires signature confirmation, the text label Your Vote Pending appears on your signature line.
After you vote in the affirmative, your signature will appear here instead.

—

1:_(:) Executive Board Meeting - Q3 2018 | Tab 8: 08 Votes and Approvals )

— vating x o @ Viote Far ® Vote Against ® Abstain a
Sl Tab & 08 iotes and Approvals Mevigats

» Signatune Veoe =
= IN PROGRESS  Vour Vote Pendiy L),
OECTTREY  Cioue Dates 305008 Signature Page: SRS
ViewDocument  Govote (1) Flease authorize your consent electronically. |:I'!
e
Voling Tals 8 08 Votes and Approvals ,—-_..‘
Mon-Signature Vote |..:f Y,
,O IN PROGRESS  Your Vote Pending Mot Cast Not Cast -
= Sarah Adams Patricia Brown
View Documnent Go Vaote o
Tab 2: 08 Votas and Approvals YOUR VOTE PENDINGG Not Cast {"-.0_\}
Anamymous Vate Sally Smith Michael lones =
IN PROGRESS | Your Vote Pending
Chose Danes TATIINE o
I\E_J
View Document Go vote o Mot Cast Not Cast P
Jason Smith Jim Thompson —
®)

7 Once you select a voting option, you will be asked to confirm your selection. You may also be asked to leave an
optional comment. Only you and administrator users will be able to view this comment.
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Confirm Your Vote

You have selected to cast your vote as: Yes

Once cast, you cannot change your vote.

Comments (Optional)

1000

©

CONFIRM CANCEL

Note: If you leave a comment, you can review it later via the voter status panel.

Note: Depending on the type of vote that was created, you may be asked to vote “For” or “Against” a motion.
You may also be asked to vote “Yes” or “No” on an item. In either case, you will have the option to abstain.

Note: Casting a vote requires an online connection to Diligent Boards. Voting will not work in offline mode. Once
you cast your vote, you cannot change your decision.
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36 BOARDS FOR WINDOWS — VOTING STATUS

1 Once opened, books with active voting documents have a Voting Panel icon near the navigation and annotations
panel icons. Select it to display a list of all of your voting documents within the book.

2 Each vote's row will display the tab name, the current state of the vote, your voting status, and, if applicable, the
date the vote closes. You also have the option to view the document or go vote. Select the status icon.

3 The Status sidebar displays many details of a voting document, including if the vote requires signature
confirmation, if it is anonymous, the close date of the vote, how you voted, and the number of affirmative votes
required for the vote to pass.

4 A pie chart displays the current state of the vote. Selecting any part of the pie chart reveals the list of voters
who voted in that category. For example, if you selected on the green section of the chart, a list will show you who
voted in the affirmative.

Note: If the vote is anonymous, the pie chart cannot be selected to reveal this list. Exactly how each individual
voted will be hidden from both voters and administrator users.

5 Select View Document to go directly to the first page of the voting document.

6 Select the Voter Status button to see more information on voting participants.
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(4)  Domcutive Eoard bewting - (31 201 | Tabs & 08 Votes and Approvals

€ b I O Viten wed Al

Signature Page:
Pleass authodize your Consent elecironically,

Mot Cast Mot Cast
Sarah hdare Fatricia Beown

YOUR VOTE PENDING Mot Cast
Sally Smith Michaed sones

W e b

. - - ! Mot Cast Mot Cast

bk e Havon Smith Jim Thompion

o g o b T s

—— O 1 | W

7 The voting status of other board members appears next to the voter's name. Your voting status will appear at
the top of the list.

IL{-} Executive Board heefing - Q3 2078 | Tab & O Vobes and Approvals

= € b B O Vit aned Appeoval ® @Mm @mew @ﬁh'n a

Sagratius Vote
PRCRESS, Yo Vot Bering =
T ®)
Drtas. —— Ploase authordioe your conient electranically, |;:__1_"']
“{'__ L 0 Rt pted g
|:/_"::|
£ . e Not Cast Mot Cast =
o o P e Sarak Melars Patricia Brows
e e YOUR VOTE PENDING Mot Cast
P — Salky Smith Michael Jores
et dcdarn Rt oty Not Cast Mot Cast
Jagan Smith Jirm Thompaon

-t B— m

Note: If the vote is an anonymous vote, the list of voters will appear empty.
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37 BOARDS FOR WINDOWS — QUESTIONNAIRES — MANAGE

QUESTIONNAIRES

Questionnaires allow you to view and respond to surveys where your input is requested. Progress is saved after
every answer, so you can return to the questionnaire and continue at any time.

Note: You must have an active Internet connection in order to use questionnaires.

1 To access your questionnaires, select the Ellipses button in the lower-left corner of the screen or swipe down
anywhere from the top border of the screen.

ACME Companies

ALL COMMITTEES »  SORT BY: POSTED DATE w
Active Questionnaires
Q4 Reporting Self-Analysis

¥ Povied: BIIG2007
@ Clorse Date: 292017 1159 PM

1/ Pagpers. Cesripslits

Annual Executive Survey - 2017
R Poted: 162017
& Clrse Dt 2072017 1459 P
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Inactive Questionnaires

D&O - 2017

F Posied: 71192007
@ Clorse Dabe: BrI1L2017 1155 PR

— (=]

Annual Executive Survey

F Pested: 1482015
& Chrse Date: 117432015 1150 PR

NOT SUBMITTED “

Executive Evaluation
¥ Posted: 97972015
& Chose Dt 11/49,2015 1150 PR




/ i

CURRENT BOOKS ARCHIVED BOOHCS RESOURCE CENTER CALENDAR CUIESTIONNAIRES

ALL COMMITTEES »  SORT BY: POSTED DATE

Active Questionnaires Inactive Questionnairas

Q4 Reporting Self-Analysis D&O - 2017
F Posted: BIIS200T  Posted: TRA2007
@ Chose Date: G2HF017 1155 FM @ Close Date: B/30U2017 1155 PR

14 Pagges Complete m

Annual Executive Survey - 2017 Annual Executive Survey
B Petind: GA062047 § Pertised: AR5
& Clerse Date: 22017 1150 PR & Clerse Daber 11132015 1150 PM

m HOT SUBMITTED

Executive Evaluation

R Posted: %0/5005
B Close Date: 19102015 1159 P

WIEW

2 Select the Questionnaires icon in the top app bar.
3 Questionnaires are categorized:
3a Active questionnaires are pending your response.

3b Inactive questionnaires are ones that you have already submitted or that have been closed for submission.

Note: To go directly to active or inactive questionnaires, pinch the screen and select the “Active” or “Inactive”
buttons that appear. Inactive questionnaires may be disabled by your administrator.

4 Select the Filter options to filter the search results by committee, or to sort results by either the start or end
dates of the questionnaires.

5 Select Check for Updates to make sure you have the most current list of questionnaires.
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CURRENT BOOKS ARCHIVED BOOHCS RESOURCE CENTER CALENDAR CUIESTIONNAIRES

ALL COMMITTEES »  SORT BY: POSTED DATE @

Inactive Questionnairas

Q4 Reporting Self-Analysis D&O - 2017
F Posted: BIIS200T  Posted: TRA2007
@ Chose Date: G2HF017 1155 FM @ Close Date: B/30U2017 1155 PR

174 Pagges. Commplede

Annual Executive Survey - 2017 Annual Executive Survey
B Petind: GA062047 § Pertised: AR5
& Clerse Date: 22017 1150 PR & Clerse Daber 11132015 1150 PM

m HOT SUBMITTED

Executive Evaluation

R Posted: %0/5005
B Close Date: 19102015 1159 P

WIEW

6 Each questionnaire tile may include the following labels:

6a Start indicates a questionnaire that has yet to be started.

6b Resume indicates that you have started the questionnaire, but have not yet completed it.

6¢ View indicates that the questionnaire can be viewed but cannot be responded to.

6d Questionnaire progress is displayed for active questionnaires which have been started but not completed.

6e Each tile will display the date the questionnaire was posted, as well as the close date, which is when all
responses are due.

7 Select anywhere on a questionnaire’s tile to open it.
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ALL COMMITTEES »  SORT BY: POSTED DATE
Active Questionnaires
Q4 Reporting Self-Analysis

¥ Posted: BIIG2007
@ Chose Date: 292017 1155 FM

174 Pagers. Complee

Annual Executive Survey - 2017
§ Postad: BAGNT
@ Chose Dabe: 22017 1459 PM

I
109 of 136 | Diligent Corporation

QUESTIONMNAIRES

Inactive Questionnaires

D&O - 2007

 Posted: 70092007
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§ Posted: 102872005
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HOT SUBMITTED

Executive Evaluation
¥ Posted: 97972015
8 Chose Dt 11/49,2015 1150 PRy
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38 BOARDS FOR WINDOWS — QUESTIONNAIRES — RESPONDING

TO A QUESTIONNAIRE

The Questionnaire Page View makes it easy to provide responses to various question types, and saves your
progress in real time.

Video — How to Submit and Respond to a Questionnaire

Youtube

Note: Although this video shows questionnaires on an iPad, the questionnaire interface functions identically
across all devices.

Step-By-Step Instructions
1 The navigation bar at the bottom of each page may include one or more of the following options:
1a Next proceeds to the next page of the questionnaire.

1b Save and Finish Later saves your progress and returns to the questionnaire list.

Note: Your responses are also being saved automatically as you enter them. You do not need to save them
manually with this button.

1c Previous returns to previous pages in the questionnaire.

2 Questions may contain one or more of the following answer fields:

2a A Text Box for typing an answer.

2b A Drop-down menu for selecting from a predefined list of options.

2¢ Checkboxes or Radio Buttons for selecting one or more options from a list.

3 A Required icon will appear if a question is mandatory. All required questions must be answered before
continuing to the next page.
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@:I 2015 Board Evaluation

0]4 Pagei Complete

Q: 1 Email Address

@ Fizase enter a valid email address.

Q: 2 Date of Last Meeting

Flease anter the date of the Bse meating you arfended.

Febrary v 2m1s [ @
e Regquved ¥

Q3 Venue Rating
Flease rabe the venue of the last mesting on a scale of 1 - 5, O 5 - Wery Satisfied
@ O 4 - Sateded
% « Meither Satisfed nor Dissatisfed
O 2 - Dusatisfed
21 - Wary dissatitied

Reguved #&

Y i
o ic) = O

4 A header above the page tracks progress as the questionnaire is completed.

5 The final page of the questionnaire is the submission page. Select Submit to submit your final responses.

Note: Once a questionnaire is submitted, its answers cannot be altered or removed. Questionnaires will
automatically be moved to the “Inactive” section once submitted.

6 Some questionnaires may require you to digitally sign the last page before you can submit your answers. To do
this, select Add Signature before selecting the Submit button.
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3|3 Pagei Complete

SUBMISSION PAGE

Thank you for your participation in this questi
Select the submet opton 1o mark your &k firad and o date yousr participation in this quastionname. If you would like 1o
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e Add Lignoture

EDO
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39 BOARDS FOR WINDOWS — KEYBOARD AND MOUSE

CONTROLS

Diligent Boards for Windows supports keyboard and mouse commands, so it can be used on Windows computers
that don't have touchscreens.

1 Selecting the left mouse button has the same effect as selecting on a touchscreen with a finger.

2 Click the right mouse button anywhere but on a book to reveal and hide both the top and bottom app bars. The
app bars can also be revealed and hidden with the keyboard by holding the Windows logo key =& and pressing Z,
or by selecting the Ellipses button in the lower-left corner of the screen.

3 You can move through the items in the top and bottom app bars by pressing Tab while the bars are visible. Press
Enter to open the selected item.

4 Right-click a book to delete it, or to remove all the annotations in the book.

5 Select and drag the scroll bar or use the mouse wheel to scroll through Current Books, Archived Books and the
Resource Center.

6 Select the sync icon of a book to copy it to your device for reading, if necessary.

Note: Some items are available online only, and do not have to be synced to be read.

7 Select a book or Resource Center document to open the item in Page View.
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RESOLURCE CENTER

M2 card

Board of Directors Meeting Accounts Review

Septermber TS5 2075 September 15 2075

WOTHG B PROGRESS
PO HAVE 3 VOTES PERDMNG

LIPDATES AMAILABLE
Corporate Development Timeline
[ 2015

ntember f5

R&D Quarterly Overview

r‘ IPDTE HESTORY
LR 2 MEWS UPDATES

8 In Page View, use the up and down arrows or the mouse wheel to scroll up and down the page.
9 Press the Enter key to go to the next page.

10 To quickly move around the book, select and drag the scroll bar at the bottom of the screen. If you do not see
this scroll bar, select anywhere on the page to reveal it.

11 You can also select the current page number, type in a new page number and press Enter to go directly to that
page.

12 Select the Back button to return to the book list.
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—
{(—_:I @ d of Directors Meeting - Q1 2016 | Tab 1: Agenda

Nawigation

Z BOARD OF DIRECTOR'S MEETING
March 1%, 2016
Chicago, IL
AGENDA

Jo)

Note: To reveal the settings menu, hold the Windows logo key & and press the " key. Select anywhere off this
menu to hide it.
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40 BOARDS FOR WINDOWS — KEYBOARD AND MOUSE

CONTROLS — REFERENCE GUIDE

Eriter (In & book)*
Shift + Enter {In a book)®
Right click {on bock or item til=)
Right click OR SR+ z
Tak [with top/bottom app bars open)
Enter {with top/bottom app bars opean)
Escape [with top/bottem app bars cpen)
Home
End
Cirl + - {minus key)™
Ctrl + + (plus key)
Page Up

Page Down

B

G0 to the next page
Gao to the previous page
Open remove/delete book menu
Show/hide top and bottom app bars
Select next lcon Inapp bar
Open lcon selected Inapp bar
Hide top and battom app bars
Go to the first bookittam In the book lst/Resource Center
Go to the last bookAtem In the book list/Resource Center
Show list of boardsfcommitiees
Exit list of boardsicommittees
Go to next page
G0 to previous page

Sattings manu

while viewing the list of current books.

* |f this command isn't working, left-click anywhere on the page and try again.** This command is only available
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41 BOARDS FOR WINDOWS — SECURITY — CHANGE PASSWORD

Your Diligent Boards password can be changed within the Windows application.

1 To access the settings panel, select the Ellipses button in the lower-left corner of the screen. Select the Settings
icon from the right of the bottom app bar.

QUESTIONNAIRES

MEW

Committee Reviews

kanuary &, 2076

Addendum Material
Meovprmber 30L 2015
e

Sync All Check for Updates

2 The Settings menu will appear. Scroll to the bottom of the menu.

3 Select Change Password.
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Diligent Boards - 8 X

@ Settings ©
Site Access

Site Name

| diligentdocs

Always Show Site Name Screen

@D orf

Remember User Mame

@D on

Region
Language
I Default w ‘

Support Region
| None selected v]

About

Help

Change Password

Update Account Information e

4 You will be presented with a pop-up window that will require the following:
4a Your current password
4b Your new password

4c Confirm new password

Note: Your new password will require parameters that are set by your company’s security policy. That policy will
be visible between the password entry fields.

5 To create your new password, select the Confirm button. This password can now be used to log into Diligent
Boards on any device.
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Change Password

kurrem Password

Your new p

Confirm New Password

@ CAMNCEL
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42 BOARDS FOR WINDOWS — SECURITY — ACCOUNT

INFORMATION

Security questions can be managed within the Windows application. Security questions are used for identification
purposes and are required in the event of a password reset.

1 To access the settings panel, select the Ellipses button in the lower-left corner of the screen. Select the Settings
icon from the right of the bottom app bar.

QUESTIONNAIRES

MEW

Committee Reviews

Addendum Material

() Frsie

2 The Settings menu will appear. Scroll to the bottom of the menu.

3 Select Update Account Information.
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Diligent Boards - 8 X

@ Settings ©
Site Access
Site Name

| diligentdocs

Always Show Site Name Screen

@D orf

Remember User Mame

@D on

Region
Language
I Default w ‘

Support Region
| None selected v]

About

Help

Change Password

Update Account Information e

4 In most cases, you will already have an email address on file. But if you don't, or you want to add more email
addresses to your account, select Add an Email Address.

Welcome,

Patricia Brown

PROFILE

Ay Email Averified email address is required. You will be prompted to enter and verify your
email address when you next sign in.
+ ADD AN EMAIL ADDRESS o

SECURITY

Security Questions 2 of 2 security questions have been completed. —
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5 Enter the email address and select Continue.

@ Do you want to add an email address to your contact card?
Visit the Contacts section of your Diligent application,

Add an email address

Adding an email address makes it easier to recover your account credentials if you
ever forget them.

Email address

Ebmwn@company.mm|

CANCEL CONTINUE

6 An email containing a verification code will be sent to the address. Enter the code and select Verify.
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Enter verification code

We have sent an email to pbrown@company.com containing a verification code.
Please enter it below.

Verification code

123458

Email not received? SKIP m

Note: If you don't have access to your email during this process, you can skip the verification process and
perform it later.

7 Once your email address is on file, select the ellipses button to Edit or Delete the address. If you Edit the account
to change the address, you'll have to enter the verification code again.

Note: If the email address hasn't been verified yet, a "verify" option will appear in this menu as well. This will
resend the verification code to the email address, and give you an opportunity to enter it again.

8 Select Security Questions to add or change the answers to your security questions.
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Welcome,

Patricia Brown

PROFILE
Email jkeiser@diligent.com @ o :
Edit
4+ ADD AN EMAIL ADDRESS
Delate
SECURITY
Security Questions 2 of 2 security questions have been completed. e -

Note: The number of questions required in the list is set by your company’s security policy.

9 Select from the Question field to open a list of available questions from which to choose.

10 If you have answered any of the security questions in the past, those answers will appear. Select Show to
reveal the answer. You can change your questions and answers at any time by typing in the relevant field.

Note: Answers must be at least 5 characters long, excluding spaces and characters that are not letters or
numbers.

11 Select Continue to save your questions and answers.

12 Select Cancel to discard your changes.
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Complete your security questions

These questions help us verify your identity if we ever need to reset your
password. Answers must be at least 2 characters long.

Question 1

What is/was your favorite pet's name? e -

Question 2

What was the street name of the High School you attended? -

e SHOW

CANCEL CONTINUVE
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43 BOARDS FOR WINDOWS — SECURITY — SECURITY

QUESTIONS

Security questions can be managed within the Windows application. Security questions are used for identification
purposes and are required in the event of a password reset.

1 To access the settings panel, select the Ellipses button in the lower-left corner of the screen. Select the Settings
icon from the right of the bottom app bar.

QUESTIONNAIRES

MEW

Committee Reviews

Addendum Material

() Frsie

2 Select the Answer Security Questions option in the list. A list of questions and response fields will appear.
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Settings

rit Enands

About

Accounts Review
September 15, 2005 Help

Options
Change Patvaced

Answeed Secunty O

Commiltee Reviews

Note: The number of questions required in the list is set by your company'’s security policy.

3 To see the list of available questions from which to choose, select on the question field menu.

4 Once a question is selected, the answer can be typed in the field directly below it.

Note: Answers must be at least five characters long, excluding spaces.

5 Previously answered questions will show the selected question and, depending on your site’s settings, the
masked response. These questions can be modified by selecting on the relevant field.

6 To save your questions and responses, select the Save button. If you select Cancel, your responses will not be
saved.

Note: If all your questions on file have not been recorded, the security questions dialogue window will appear
every time you log in.
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44 BOARDS FOR WINDOWS — SECURITY — LOG OFF

When finished viewing your materials, it is best practice for security to log out of Diligent Boards. This will require
a password to re-enter the application.

1 To access the settings panel, select the Ellipses button in the lower-left corner of the screen. Select the Settings
icon from the right of the bottom app bar.

2 Select the Log Off option in the list. You will be prompted to confirm ending your session.

Settings

counts Review
fember 15 205

3 Select OK in the prompt and the application will return to the log-in screen.
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45 BOARDS FOR WINDOWS — SETTINGS AND PERSONALIZATION

Using general settings allows you to customize the board book experience to your precise needs.

Note: General settings are preconfigured to provide an optimal user experience by default. This section outlines
what can be adjusted to further personalize your experience.

1 To access the settings panel, select the Ellipses button in the lower-left corner of the screen, then select the
Settings icon from the right side of the bottom app bar.

QUESTIONMNAIRES

MEW

Committee Reviews

Addendum Material

JWKTE HISTORY
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2 Site Name specifies the name of your organization's Diligent Boards site. If you are on more than one site, only
one name will be visible here.
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3 Always Show Site Name Screen makes it easy to enter your site name every time you sign in, but extends the
sign-in process. It should only be enabled in rare cases where you are on multiple boards but cannot enable the
site selection screen.

4 Remember User Name specifies whether you must enter your user name every time you sign in.

5 Language indicates what language the Diligent Boards interface will appear in. If set to default, it will use the
same language as Microsoft Windows, if that language is supported.

6 Support Region specifies which regional Support number displays at log-in. Choose “None Selected” to replace
this with a link to a list of Support numbers.
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7 Auto Check For Updates tells the Application to check for updated material on sign-in, and when switching
between content sections. It is enabled by default. Disabling this feature may speed up loading times, but board
content updates will have to be checked for manually.

8 Auto Sync Current Books automatically downloads new content found upon a “check for updates.” It is disabled
by default.
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9 Reset Filters On Login sets the Application to remove list view filters on Archived Books and the Resource
Center when you log in, so all content is shown.

10 Archived Books Historical Timeline sets how many years will be displayed in Archived Books. To hide books
that are very out-of-date, use this setting.

11 First Day of Week sets which day of the week will appear in the left-most columns of the year view and month
view of the calendar.

12 Historical Timeline sets how many past years will be displayed in the calendar. To hide events that are very
out-of-date, use this setting.
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Note: The advanced settings menu contains settings that, if changed, may impact your ability to access Diligent
Boards. It only changes these settings if instructed to do so by Diligent Global Support.
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46 BOARDS FOR WINDOWS — LANGUAGE SETTINGS

Diligent Boards for Windows supports multiple languages, translating itself automatically based on the language
settings of the device.

1 Diligent Boards supports the following languages:

> English (United States)

> Deutsch (Deutschland) - German (Germany)

> Espafiol (América Latina) - Spanish (Latin America)
> Frangais (France) - French (France)

> Italiano (ltalia) - Italian (Italy)

> Nederlands (Nederland) - Dutch (Netherlands)

> Portugués (Brasil) - Portuguese (Brazil)

> 2777- Chinese (Simplified)

If you are using any regional variation of these languages, Diligent Boards will automatically translate itself to its
variation of the same language.

2 To manually change the language, select Settings from the bottom app bar.

3 Select Options from the menu that appears.
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4 Select the Language menu and select the language you would like to use. To have Diligent Boards choose
automatically based on your device language, select Default. Your change will be applied the next time you restart
Diligent Boards.

I
134 of 136 | Diligent Corporation




On

Language

Q-

Calendar

App Setting: To use a language in Diligent Boards, that language must be installed on your device. If you install
a new Diligent Boards-supported language, you must uninstall and reinstall Diligent Boards before you can use
that language in the app.
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47 BOARDS FOR WINDOWS — SUPPORT NUMBERS BY REGION

The support number for each region can be accessed right at the log-in screen.
1 Select the link below the log-in box labeled Global Support Numbers.

2 A menu containing a list of the Support Numbers for each region will appear on the right of the display.
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App Setting: A setting is available to change the support number from the Global Support Number to one for
your region. Please reference the “Support Region” description in the Settings and personalization section.
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