How to Download and Return documents through the Client Portal

1) When sent documents through the client portal you will receive Simply enter your email address and create a password and hit
an email. If this is your first time using the portal it will look like ‘Next’
this:
This email has been sent to which is the address you A#_cumv e
should use when logging in. Please do not reply to this email. This mailbox is not inancial Plansing (3 [ (@)

monitored and you will not receive a response.
This pack of documents will be available in the Portal for 30 days and 23 hours. .
Activate your account: Step 1 of 2

The Portal is a secure and audited document distribution and management system

used by Acumen Financial Planning Ltd to allow you to receive and digitally "sign"

documents from within your own individual secure portal. The digital signature
legally replaces a physical signature on a piece of paper.

Welcome to our secure portal

Account Activation

Our portal allows us to communicate with you efficiently and securely.
Before you can access the pack of documents, you will need to follow our simple You need to create your own password and activate your account before you can access the
account activation process within 5 days of the date of this e-mail: information we have sent you

Email address

info@acumenfp.com v

for you - you just need to complete anything that's missing.

Password
2. Your password must be at least 7 characters long and contain at least one

upper case letter, one lower case letter and one digit. Choose something
easy to remember, but difficult to guess.

Your new password

3. Once you have completed all of the missing information, click on the Confirm your new password

'Activate account' button and you will be able to see the pack of
documents you have been sent. About our portal

Click on the link and it will take you to the Account Activation
page




If you have used the portal before, your email will look like this:
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Dear

from Acumen Financial Planning
Ltd has sent you a secure pack of documents.

This email has been sent to

which is the address you
should use when logging in. Please do not reply to
this email. This mailbox is not monitored and you
will not receive a response.

e document pack

View the pack of documents (t

This pack of documents will be available in the
Portal for 30 days and 23 hours.

Thank you

On behalf of from Acumen Financial

& Vv Reply
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Click on ‘View the pack of documents’

This will then take you to the log in page. Enter your email
address and Password and click on the Sign in button

< Outlook st T 8:34 am 100% (=)
AA @ virtualcabinetportal.com ©
Acumen

Financial Planning

tects of financial promise

Email

Password

@ Signin to our secure portal

O Remember my email address? Forgotten password or having
problems?

About our portal U ﬂ m

&
B
O



3) Then if on an iphone or tablet it’s best to turn your phone

landscape. You will see this page:

4) This then takes you to this page

= Acumen Financial Planning Ltd

4 Outlook w!| T 8:36 am

@Flnanciall’lanning D ﬂ m

Todo e All Today This week This month Older
Today
Pre-Review Docs

6th March 2020 8:31am

Hi
Please complete pre review form and return and sign the CSA and return.

Any questions please just give me a shout.

Thanks

Today

Read, Reply & Sign

Sent

@ virtualcabinetportal.com

Q Search Pre-Review Docs

Messages
Hi
Please complete pre review form
and return and sign the CSA and

return.

Any questions please just give me
a shout.

Thanks

Today

Add a message...

Documents (2) ~

Please sign

I Client Service Agreement - 20...

Scroll the bottom of the page and click on Read, Reply & Sign

Click on the document name
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5) This opens the document, please read it and sign it by clicking on

the ‘Sign’ button

< Outlook /| T 8:36 am 100% (@)
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Pre-Review Docs X
» Client Service Agreement - 2020

Contact addresses

Client 1 Clicnt 2
a 15 please select optin. a []
1 by post, ple. s box. o o

b. ation from us please select this box a o
A
»
:Y mdicated your communication preference you do not need to provide confirmation
| < has changed.

A0 i s A T T G Ve i

fully before signing below. If anderstand an

oint please ask for

Signed Date 29 Octoher 2019
For and an behalf of Acumen Financial Planning Limitcd

1/We confirm receipt of and my/our agreement to the terms contained in this Client Agreement and further

acknowledge that 1/we have been given at least 24 hours in which to consider my/our acceptance.

1/ We authorise the transfer of information, on a confidential basis when warranted between any necessary third
partics. 1/ We acknowledge that this Client Agreement will come into effect from the date of issue.

Name Client 1
Block Cataly

Signed Date

Name _ (Client 2

Signed Date

If using you’re the portal on your iphone or tablet you may be
asked to do a security check. This message will appear. Click on

‘OK, got it!’

< Outlook ' T 8:37 am
@ virtualcabinetportal.com

Security Check

We have emailed you...

This is the first time you have used this
device or browser to sign a document.

We have sent you an email that contains an
authentication link. Check your email inbox,
open the email and follow the instructions.

This process is important, and helps ensure
that unauthorised people cannot process
your documents.

It might take a couple of minutes for the
email to come through. Having problems?

100% (@)




7)  You will now have been sent another email. Click the link 8) This page will now appear, select which option is applicable
(normally private)

wl 02-UK = 8:38 am 100% @)
< - W O < Outlook w!| & 8:38 am 100% ()
Dear AA @ virtualcabinetportal.com ©
The Portal is a secure document distribution and = Acumen Financial Planning Ltd
management system.

Acumen
Financial Planning

In order to process documents and action them
(sign, reject etc.), each device and web browser
you use must be authenticated.

architects of financial promise

You have been sent this e-mail because you have
attempted to sign or reject a document on a new

Device Privac
device for the first time. y

This browser has been successfully authenticated,

Please open this e-mail using the device on please select a privacy option.

which you are using the portal and click on

the following link, or alternatively, copy : . !
and paste the link into the web browser’s This device is private
address bar:

Authentication will remain for this browser in future

url=%2fMyPortal%2fAuthenticate%2f6fo085c1-
b257-4bf4-8cod-

I |
=

¢65234d5761c%3forg%3dacumenfinancialplanni This device is public
ngltd%26utm_source%3dVCP%26utm_medium
%3dEmail%26utm campaign%gdUsage%z()utm Authentication will expire when you close the browser or log out
_term%3dAuth
Please nate that the link will he valid for the Virtual Cabinet ® Portal

&~ v Reply
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9)

You will then see this page. There is no need to type a message,
just click on “Sign’

<« Outlook wi| & 8:38 am 99 ()

AA & virtualcabinetportal.com &

Signing Statement

By electronically signing this document, |
acknowledge this is the equivalent of providing a
written signature on a hardcopy document.

Message

Type an optional message that will also be added

to the signed document...

Your Signature

Your signature will contain:

v
v’ any message you have entered above
v" your current |.P address (51.52.158.238)

< M m

information that identifies you

10) This page will then appear giving you the option to download

the document. We suggest you select ‘Download a copy’

< Outlook ++/| T 8:38 am 99% (@mm)

AA & virtualcabinetportal.com ©

Thanks!

You have successfully signed the document Client
Service Agreement - 2020.

What next?

Download a copy

Read and Reply next

Show me everything




11) This message then appears, select download

in the top right hand corner

< Outlook w!! & 10:21am
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Pre Review Documents
» Client Service Agreement - 2020

(A

Acumen
Financial Planning

CLIENT SERVICE AGREEMENT

Acumen Financial Planning

This document provides an overview of our firm, an introduct
explanation of our fee structure and a copy of our Client Service

We will discuss this with you so that you fully understand what is offered allowing you to
make an informed decision. If at any stage you have any questions please ask.

At the end of the meeting and further to these initial discussions, if you wish to proceed, we
require you to sign and return the Client Service Agreement. We will then confirm to you in
writing the details of our proposals and confirm our discussions on how you wish o pay for
our services.

Do you want to download "Client Service
Agreement - 2020.pdf"?

Acumen Financial Planning is an award winning Accredited and Chartcred financial
planning firm, scrving clients in Scotland and throughout the UK. Established in 2002, we are
a privately owned and totally independent financial planning firm, committed to providing
our clients with the highest possible levels of scrvice. We have built our business on the
principles of being approachable, focused and dedicated to our clicnis and the profession of
Financial Planning.

Download

We help clicnts achicve their full financial promise and provide clients with advice and
guidance on a range of financial scrvices. We collaborate with accountants, lawyers and
other professionals on complex matters, cither as lead advisor or in a supporting role, when
required.

We have offices in Aberdeen, Edinburgh, Elgin and Peterhead. Our head office 1s based in
Abcrdcen, where our main reception handles all telephone enquitics for the company (and
where all correspondence should be sent.)

We are able to act on your behalf in advising on investments and non-investment insurance
business. We offer investment and non-investment products from the whole market

For investment business we would normally work with clients who have at least £250,000 to
invest across their pensions and investments portfolio.

We provide background and reasoning 1o support cach recommendation so that you have all
the information in front of you prior to giving your approval to proceed or implement

As a firm we have embraced the FCA’s “Treating Customers Faisly” initiative and welcome
any feedback you may have about our services, whether it is positive or negative. This helps
us review what we do on an ongoing basis and improve upon any arcas as required.

12) The document will then open. Select the downward blue arrow
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13) This box will now appear. Click on the document

< Outlook a'! & 10:21am

AA & virtualcabinetportal.com
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Acumen
Financial Planning

CLIENT SERVICE AGREEMENT
Acumen Financial Planning

This d provides an ov, of our firm, an introd: 1o our services, an
explanation of our fee structure and a copy of our Client Service Agreement,

We will discuss this with you so that you fully understand what is offered allowing you to
make an informed decision. If at any stage you have any questions please ask

At the end of the meeting and further to these initial discussions, if you wish to proceed, we
require you to sign and rerurn the Client Service Agreement. We will then confirm to you in
writing the detatls of our proposals and confirm our discussions on how you wish to pay for
our services.

Acumen Financial Planning is an award winning Accredited and Chartered financial
planning firm, serving clients in Scotland and throughout the UK. Established in 2002, we are
a privatcly owned and totally independent financial planning firm, commitied to providing
our clients with the highest possible levels of service. We have built our business on the
principles of being approachable, focused and dedicated to our clients and the profession of
Financial Planning.

We help clients achieve their full financial promise and provide clients with advice and
guidance on a range of financial services. We collaborate with accountants, lawyers and
other professionals on complex matters, cither as lead advisor or in a supporting role, when
required,

We have offices in Aberdeen, Edinburgh, Elgin and Pererhead. Our head office is based in
Aberdeen, where our main reception handles all tclcphone enquirics for the company (and
where all correspondence should be sent.)

We are able to act on your behalf in advising on investments and insurance

Clear ¢

Client Service Agreement - 20...

Q

Please correspond with

wur Aberdeen office
Aberdeen
4 Kingohll Park

Venrure Drive
Amhall Buuness Park

01224 392350

Edinbur
§ Randolph Crescen
gh

01343238 105

Peterhead

Acumen Huane

business. We offer investment and non-investment products from the whole market.

For investment business we would normally work with clicnts who have at lcast £250,000 to
invest across their pensions and investments portfol

We provide background and reasoning to support cach recommendation so that you have all
the information in front of you prior to giving your approval to proceed or impleme

Asaa firm we have embraced the FCA's *Treating Customers Fairly"” initiative and welcome
any feedback you may have about our services, whether it is positive or negative. This helps
us review what we do on an angoing basis and improve upon any areas as required.
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CLIENT SERVICE AGREEMENT

Acumen Financial Planning

This dacument provides an overview of wsr fiem, an inteoduction to our services, an
explanation of ous fee steucture and a copy of our Cliens Service Agrecmen.

W will discuss this with you o that you fully understand swhat is offercd allowing you to
make an informed decision. If at any stage you have any questions please ask.

e the end of the meeting and forsher to these initial discussions, if you wish to proceed, we
require you to sign and return the Client Service Agreement, We will then confiem to you in
wtiting, the details of our propusals and confiem our discussions on how you wish ta pay for
our services.

Acumen Financial Planning is an award winning Accrodited and Charered financial
planning firm, in Scotland UK. Established in 2002, we arc
a privatcly owned and totally independent financial planning fiem, commiteed ta providing
our clients with the highest possible levels of service, We have built our business on the

iples hable, focused and dedicared to out elients and the professi

Financial Planming,

W help clicnts achicve theie full financial promise and provide clicnes with advice and
pwidance an a I services. We callah

ocher profcssionals on complex matters, cither as lead advisor or in a supporting role, when
required.

e of i warate with accoumtants, Liwyers and

We have offices in Aberdeen, Edinburgh, Flgin and Peterhead. Our head office is hased in
Aberdeen, where our main reception hamdles all telephone enquiries for the cumpany (and
where all corrcspondsnce should b sent.)

We are able to act on your hehalf

dvising on investments and son-investment

business. We offer imvestment and non investment products from the whole market.

For investment business we would normally work with clients who have at least £250,000 to
invest across theit pensions and investments partfolio

W provide background and reasoning ta support cach recommendation so that you have all
the informaion in front of you prior to giving your approval to procced or implement.

As a firm we have embraced the FCA™s “Treating Customers Fairl nitiative and welcome
any feedback you may have about our services,

e review what we

shether it is pastive or negative, This helps
ongoing basis and improve upon any areas a required.

14) The document will open. Click on the icon in the bottom left
corner
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15) This screen will now appear, click on More 16) This screen will now appear. Select Open in iBooks
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@ AirDrop

. ) Suggestions
Client Service Agreement - 2020 2 X
PDF Document - 350 KB
WhatsApp
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o Outlook
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Open in Books

Copy B

Copy to Outlook
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17) This will then save the document in iBooks for your future 18) Click on Pre Review Form — 2020. Select ‘Click here’
reference. Now go back to the portal page by clicking back to

safari, clicking ‘Done’ and closing the relevant windows until w11 02-UK = 10:38 am 83% @m)
you see this page AA @ virtualcabinetportal.com @)
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19) Select ‘Download’

il 02-UK = 10:39 am 83% (@m):

AA @ virtualcabinetportal.com @

Do you want to download “Pre Review ><
Form - 2020.pdf"?

Download

20) The document will then open. Select the downward blue arrow

in the top right hand corner

o1 02-UK = 10:39 am 83% @)
AA & virtualcabinetportal.com ©)
Pre Review Documents x

» Pre Review Form - 2020

Reply

Sorry, but this document cannot be opened in the document
' viewer.
Click here to download it.



21) Click on the document 22) The document will now open. Click on the icon in the bottom

left corner

o 02-UK = 10:39 am 83% [@m) all 02-UK = 10:39 am 83% @m)
AA & virtualcabinetportal.com ¢ © Done  Pre Review Form - 2020 3 ®
Y Financial Planning
Pre Downloads Clear ¢
» p Name: Date Completed:
o Gross Annual Income 2020
Pre Review Form - 2020 3 2020 ity
306 KB O\ e5 50,000 ep oageto
Client Name Salary 25000
Dividends 10000
Rental Income
State Pension
I i holdings to be by AFP
Total £o
Sorry, but this document cannot be opened in the document
D viewer.
Click here to download it.
Acumen

Financial Planning
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23) This screen will now appear, click on More 24) This screen will now appear. Select Open in iBooks
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25) The form can now be completed. Your changes will save 26) When you are finished go back to the portal by hitting your

automatically. ‘Home’ button on your device and selecting the ‘Safari’ icon.
You may have to input your portal password again
all 02-UK = 10:39 am 83% @m)
Done Pre Review Form - 2020 3 ® antl 02-URSeS {2 78% @

Y Financial Planning e . ..
Name: Date Completed:

Gross Annual Income 2020

Calendar Photos Weather Books

e50,000 eg tosgeto 1
Client Name Salary 25000
Dividends 10000 A A
Rental Income
State Pension A 5
iTunes Store Settings
A
I i iti holdings to be by AFP
A 22 1] [o] .
Google Maps Calculator - = FaceTime
A, N
Phone
Lightroom Instagram
=tV
STV Player RingGo
Acumen

Financial Planning
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27) Once back in the Portal, turn your phone landscape and you will 28) This window now appears. You can type a message in the
see a ‘Compose’ button message box if you wish then click on the document box

Acumen
@hnancml Planning D ﬂ m Q RS pre—— 8% @)

'
—
Todo ® All Today This week This month Older Sent COMPOSE

Today @

Pre Review Documents

@ virtualcabinetportal.com

Message

6th March 2020 8:59am

Hi
Please find attached the Pre Review form to complete and return and the CSA to sign.

Should you have any queries please give me a shout.

Alternatively keep your phone in portrait mode and click on the Documents
icon in the top right hand corner

all 02-UK = 10:43 am 82% @m)

AA @& virtualcabinetportal.com ©

= Acumen Financial Planning Ltd

Todo @ All Today This week This
Today
Pre Review Documents Cancel

6th March 2020 8:59am

Pre-Review Docs

6th March 2020 8:31am



29) Click ‘Browse’

o/ 02-UK = 10:41am
@ virtualcabinetportal.com

Message

Type an optional message..

Documents

Take Photo or Video
Photo Library

Browse

Cancel

30) This will take you to where all your downloaded documents are

saved. Select the Pre Review Form. (You can add multiple

documents, just repeat steps 28, 29 and 30)

o 02-UK

Q Search

Pre Review Form
-20203
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Waiting to upload

Client Service
Agreem...2020 4

Pre Review Form

Recent

10:41 am

Recent

Clight Service

Client Service
Agreem...2020 3

1(
1
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Pre-Review Form
- 2020 3.xIsx

J am

82% (um

Cancel

Pre Review Form
- 2020

Client Service
Agreem...2020 2

Pre-Review Form
- 2020 2.xIsx




31) Hit ‘Send’ 32) A confirmation message will then appear. Select ‘Close’ and exit

the portal.
o 02-UK = 10:42 am 82% @m )
: : . -UK = : % (@)
AA @ virtualcabinetportal.com ' O2:Uk 1C-aZen 2
AA & virtualcabinetportal.com @

Message

Please see attached completed form.

Securely received!

Thanks
Your message and document(s) have been sent to

Documents

Pre Review Form - 2020 3.pdf

Send Cancel




