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Introduction to Corporate Manager ET

Emergent Corporate Manager ET is designed to handle the data storage, reporting and document
assembly requirements of law firms and corporate legal departments.

Corporate Manager ET stores the particular profiles of both Contacts and Matters and the relationships
between them.

Contacts are individuals, companies, government offices, courts, municipalities, joint shareholders, estate
shareholders, family trust shareholders and trustee shareholders. Essentially, the system considers any
entity that holds an address or requires a specially formatted signature line to be a Contact.

Matters, on the other hand, represent the Corporations under administration in your office. Some
examples of what can be done in Matters include:

e The incorporation of a newly formed company
e Resolutions of directors and shareholders for various purposes
e The tracking of an extra-provincial registration for an existing corporation

Relationships are created between Contacts and Matters and once a Contact has been entered into the
system; it can be used repeatedly for any Matter.

Wizards contained in Corporate Manager ET will dramatically cut down on drafting and editing time, as
well as keep your corporate information current and easy to consult.

Technical Support
If you have questions about Corporate Manager ET do not hesitate to call the Emergent Help Desk at:

Vancouver: 778-372-0301
Edmonton: 780-229-0237

Calgary: 403-351-0299
Winnipeg: 204-201-1533
Toronto: 416-408-2833
Ottawa: 613-691-0153
Halifax: 902-334-1533

Toll-free: 866-408-2833

For Customer Service or Technical Support, dial Ext. 1
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Chapter 1: The Contact Card
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Contact Data

Information entered on the Contact Card drives every feature, function and task performed by Corporate
Manager ET. It is important that you complete the Contact Card with as much available information as
possible to minimize revisions of your documents.

This section will cover how to open existing Contacts, enter new Contacts, delete unwanted Contacts,
and how to fill in the information required for different types of Contacts, i.e. individuals, companies, joint
shareholders, estate shareholders, family trust shareholders and trustee shareholders.

Opening Contacts

Opening Contacts to view information can be done in three ways. Depending on where you are within
Corporate Manager ET, you may use whichever is most convenient:

1. Double-click on the Contact’'s Name. Double-click on any Contact name wherever it appears
within a Matter to open the Contact Card.

2. Right-click on the Contact Name and Select Open Contact. From within the Matter, right-
click and select Open Contact to open the Contact Card.

T
o

Edam SAMP =
Sh:rrgn =3 = Open Contact

&3 Links
B R .

3. Open the Contact List to search for the Contact. Click on the Contacts button on the Toolbar.

Eile Miew Search IEoIs E_mdow Help

— "
1 Add New Fi(gt =] Contacts @ Estate Planning Files |

(= Open LastFile Search:

When changes to a Contact need to be made, but the Matter is not open or known, search for the
Contact in the Contact List (as shown in the Finding Contacts or Matters in Lists) and right or double-click
the correct match to open the Contact.

Ei Contact List
<Bll Active Contacts>  «  §

Search Name

Black Chacalate Limited - 181 Bay St

Dale Blackwell - 336 Front Street We
= P

Dl B s et
1B Open Contact

@ QuickDoc

@ Phone

Message

Copy

B Paste Docurnent
Send To »
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Creating New Contacts

The details collected for Contacts vary depending on the Type of Contact. For example, you may want to
collect information such as Date of Birth and Social Insurance Number for an individual, whereas this
data would not apply to a Company Contact. For this reason, it is very important to select the correct
value for the Type field in each Contact Card.

There are two ways to enter Contacts in Corporate Manager ET. The Quick Add is preferred to avoid
duplicating contacts.

1. Quick Add a Contact from Within a Matter

Corporate Manager ET allows you to enter Contacts from within a Matter itself. Throughout the Matter
screens, you will see areas that require Contacts. These fields define Contacts such as shareholders,
directors, officers, executors, beneficiaries, etc.

Click on one of these blank lines to display the New Contact Wizard.

& Mew Contact X

Enter all or part of the Contact Hame pou wish to find:

|Wi|||iamsor1 Search |

Matching Contacts
Contact Marne: Address

ere found.

« | i

Select the contact you wizh to use from the list above and press OF

or

Click "Create Mew Contact” to create a Mew Contact entry for the name you entered.

Create Mew Contact | | Cancel |

Enter part of the name of the Contact you are adding and click the Search button. As always, the less
precise your search terms, the more results you will get. As an example, “*William” will give results for
“William”, “Williams”, and “Williamson”. If the name appears in the matching Contacts List, select the
Contact and click OK to have it inserted into this Matter.

If the Contact does not exist, click the Create New Contact button and the Quick Add New Contact
window will appear. Enter as much as possible of the Contact’s Name information.
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Title:

Eirst Name:
Middle N ame:
Last Name:
Suffis:
Salutation:

Ernail

Gender:

Contact Type:
LCampary Mame:

Company Type:

Quick &dd Mew Contact

Cancel |

Iv Resident

Add New
Addiess

hd

Search Address

[Individual

=]

[l

If this is a new Contact at an existing address, click on the Search Address button.

Enter the street

name to search for, and then select the proper address from the list. Entering the address this way will
link the address and in future, changes in address will only have to be made to the main Contact Card.

Note: Open the Contact Card to complete the information on the Details Tab as required.

2. Add New Contact

Choose File > New > New Contact

File | Miew Search Tools Mindow Help

Dq' Open Last File

»

MNews

s mﬁl Estate Planning Ei
=] MNew Contact

»

Qpen Eavorites

[0 Add NewFile

This will display a new Contact Card to enter

information.

B

Contact - New Contact New Contact -
Iadl Save and Close [ saveNew T Copy Contact % Refresh % Delete | |8] Correspond - (g4 Find

General | Other Addresses | Details | Documents | Aglations | Audit Trail | Social Networking

=S HoR ==

Full Mame.. | [New Contact

@ [Business

|

Compary: |

[Bus. Fax

=

File &5

[New Cortact Mew Contact— ~|

|Direct Line

=0

Type: [individual

El

| Direct Cell

)

Address. | [Mailing

A

| [Email

Wiew Map...

N
|

=] =]

Click the Full Name button and the Name Details window will appear

Contact’s Name information as possible.

. Enter as much as of the
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Mame Details @
Title: [fz.] -
Eirst Name: |H eather
Middle Marme: |5 ample
Last Name: |Hitchie
Suifis -
Salutation: |H eather j
ak | Cancel |

When all Name fields are complete, click OK to return to the Contact Card. Please refer to the Salutation
Section for further discussion on completing the Salutation field.

If this Contact is a Type other than Individual, such as a Company, or Family Trust, change it now by
selecting the dropdown menu at Contact Type and selecting the appropriate Type.

Select the File As dropdown menu and set the File As name, which is covered in more detail later in the
File As section.

Salutation Field

Certain individuals may be known by a name that is not their legal name. For example, a person whose
legal name is Henry Jonathon Smith may be known as Jack Smith. Mail will be addressed to Jack Smith,
but signature lines for legal documents will contain the formal legal name.

In this example, the Salutation field has been manually changed to Jack. Documents generated will
contain the full legal name, but correspondence will be addressed to “Dear Jack”.

Quick Add Mew Contact =
Tie T -
First Mame: Henry Cancel
Middle Mame: \Jonathan
Last Name Smith Al Newr
Suific —Ll v Resident Addess

Salutation: |.Jack
¢ Search Address
Email |

Gender: ’_l
Contact Type: |Individual K|

Company Mame: |

Company Type: | J

The Contact Card will look like this:

10



@ Corporate Manager ET User Guide

=l Contact - Henry Jonathon Smith - 210 123 iain Street, Torante, ON [=[=]=]

[ Save and Close BhCopy  § Refresh 3 Delete v {8) Correspond - (g4 Find Mame Change 7
General | Other Addresses | Detai | Documents | Relations | Audt Trai | Sacial Hetworking
g Full Hame.. _|[Mr. Herry Jonathon Srmith @ [Business I
Compary: | [Bus Fax <]
File A [Herny Jonathon Smith =] [Direct Line: +] |
Tope: [indidual | [Direst Cel ~] |
@ Address. | [Maling j [erai =] fimbr@homecom |

210,123 Main Street
Taronto, ON Mdw 15

s .
webpa [
View M.

You will note that the Salutation does not appear on the Contact Card itself and is only visible when you
click the Full Name button. However, the Salutation column can easily be added in the Contacts List
where all your Contacts are displayed.

File As

On every Contact Card you will notice a File As field that contains all the combinations of the name
entered in the Full Name screen for an Individual, or the entered in the Company field for any other type
of contact.

Full Hame.. |Ms. Heather 5ample Ritchie

Company: |
File &: Heather 5ample Ritchie
Type: Heather Ritchie

Heather 5Sample Ritchie
Mz, Heather 5ample Ritchie

Ritchie, Heather
| Addess. || e

COE hd ol

Users can manually enter or select a different File As name if the Contact generally uses a name other
than their Full Name.

Note: The File As name will be the name that appears on all signature lines and documents.

Contact Types

When Quick Adding a Contact from the Matter screen, it is important to pay attention to the Contact
Type. Most often, the default Type will be Individual and if necessary, should be changed to ensure
documents are populated correctly. If a Contact is not an Individual or Employee, the name should be
entered in the Company field.

The Available Contact Types are:
Company Any Company involved in a Matter (e.g. the corporation, shareholder).

Companies cannot normally be directors or officers. Complete the Signing
Line tab with up to two names and titles.

Employee Employees are Timekeepers, or people at the firm working on a Matter.
The Timekeeper checked as Primary will sign correspondence, etc.

11
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G

Estate The Estate involved in a Matter or when an Estate holds shares. Complete
the Signing Line tab with up to four Executors.

Family Trust When a Family Trust holds shares. Complete the Signing Line tab with up
to four Trustees.

Individuals Any person playing a role in a Matter (e.g. shareholder, officer, client).

Joint Shareholders Used when two or more individuals jointly hold shares.  Complete the

Signing Line tab with up to four names.

Trustee Shareholder When a trustee holds shares. Complete the Signing Line tab with the
Trustee name.

Our Law Firm There should only be one "Our Firm” Contact. All Employees should
link their address to this contact card to avoid address duplication.

There are also Types for Government, Municipal or Court Contacts. As an example, create a Contact
Card for the Court Probate offices used by your firm for use in Estate Administration matters.

Shareholder Variations

All names are entered in the Company name field. See Signing Lines Tab below for further information
on creating these types of compound Contacts.

Corporate Enter the Corporation Name and set the Contact Type to Corporation.
Shareholder

Estate Shareholder Enter the Estate Shareholder and set the Contact Type to Estate.

Family Trust Enter the Family Trust Shareholder and set the Contact Type to Family
Shareholder Trust.
Joint Shareholders Enter the Joint Shareholders and set the Contact Type to Joint Shareholders.

Trustee Shareholder Enter the Trustee Shareholder and set the Contact Type to Trustee.

Once the Shareholder names, Types and addresses are complete, Save and Close the Contact Card.
Re-open the Contact Card, click on the Signing Lines Tab, and enter the signatories in the order that
you wish them to appear on documents.

Contact Address

Click on the Address button to open the Address Details. Enter the address details, including Phone
numbers and Effective Date on those tabs and click OK. Effective Dates are a useful reference for
individuals who spend time throughout the year at different addresses or for historical records. The
Effective Date tab is found in the Address Details window that appears whenever an address is opened.

To check if this address is already in the database, you can also click Search Address, enter part of the
address and click Search. Select the desired address from the Matching Addresses grid. As you type
address suggestions will appear and more will be available in the dropdown menu. Select the desired
address and click OK. If there is no matching address, enter the information manually.

12



@ Corporate Manager ET User Guide

E=| Co Address Details Ex
I save and Close Address l Phanes ] Effective Date]
General | Other Add Street/Avenue/Boulevard/Drive...
Number:
Full Mame..
Nare: |Main Shreet
Compat:
File As: SuitelApt:
Type: P.0O. Box: |
Address: |1 00 bain 5treet
m Address. [Suite 2500
100 Main Strg | DERAMmeNt [
Suite 2500 .
Toronto, DN O [Tarorto v| [ Fostal Code
State/Prov: |Dntalio j M4E 253
lii Country [Canada ~] M
Full mail address of Co

Search Address | Links | 1] 9 | Cancel |

When finished entering the address, select OK and then set the address Type. You can have an
unlimited number of addresses, but use a specific Type, such as mailing or registered office address, only
once per Contact.

Firm as a Corporation’s Registered Office Address

When your Firm will act as the Registered Office for the company, select the Use Firm as Registered
Address option and Corporate Manager ET will set the address Type to Registered Office. If there are
multiple offices, a dropdown menu will appear to choose the proper office location. This is only available
if the Type has been set to Company.

E=] Contact - Wow Wee Candy Bar Inc. - 13th Floor 351 Queen Street West, Toronta, ON =y || (=] .
I ave and Close E| B Copy ? Refresh 3 Delete = @B Show Links Change Links x
General [(fher Addiesse: || Detaie | Documents | Rglations--Sigrirey e it Frail | Social Networking

p
Newaddiess | Find_ | I Use Fim s Registered Addiess
|additional Addresses

Full addess of Contact _ Defadt | Type | Effective | End
B | 3000 340 De La Gauchetitne Steet West, , Mortreal, QC, H38 w5, Prine:, Place

In addition, this address will be linked so that if there is a need to change the address, all related
addresses will automatically be updated.

Entering Additional Addresses

To enter an additional address, open the Contact and select the Other Addresses Tab. Click on the New
Address or Find button and enter the address details. When finished entering the address, select OK
and then set the address Type. You can have an unlimited number of addresses, but use a specific Type,
such as mailing or head office address, only once per Contact.
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[l Sove and Close | Big Copy Contact B2 Copy § Refresh X Delete | [G] Comespond ~ &2
General  Other Addresses | Details | Documents | Relations | Signing Line | Audit Trall | Social Networking

Find ™ Use Firm As Registered Address

New Address

#h

Find Address

Marne: |

| Search |

Address: |M El)

ok |

City: |

Cancel

Province: |

Lef Ll Lef L4

Add

[Last Name [addiess

[Prowince [Phane

100 Main Street

Caledonia Highlands In | 100 Main Street
[A Caledonia Highlands In| 17" t
Caledonia Highlands In | 200 Main Street

[416]!

Note: Effective Dates are a useful reference for individuals who spend time throughout the year at

different addresses.

Default Address

& 5zve and Close E| By Copy

L] Contact - Jean H. Tumer - 123 Main Street, Toronta, OM
? Befresh 3 Delete = @& ShowLinks Change Lir

Newhddess | Find
Additional Addresses T
Fudl address of Contact [ Default L,)z
p | #6 Hannaford Sheet, Tosonbo, 0N, M2l 425 N | Wading
Mol .
93 Belevile Road, Toronto, ON, M3E 4T8 & Biling

The Default Address displayed on the General tab of the Contact Card is the address that will be used for

correspondence and other documents.

If a different address should be used, click on the Other

Addresses tab, choose the address that you want to make the new Default Address by clicking the

Default button.

This will move the previous default address from the General Tab to the Additional

Addresses Tab. Note: Only one address type can be assigned at a time. You cannot have two mailing

addresses.

Details Tab

The information required on the Details Tab depends on whether the Contact Card is playing a role in
Corporate, Estate Planning or Estate Administration.
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Contact - Joseph Sample Ritchie

Municipality: |Eity of Taranta

Region/County: |F'n:|\-'in|:e af Ontario j Last Edited:

Province: |E|ntario

Spouse: | Inactive:

—

Digital Signature:

Client/Corp Num; |358

Egaveand Cloze Q:up),rCcuntact Q:upy ! Refresh ¢ Delete "@ Correspond ~ & Show Links

General | Other Addresses  Details | Documents | Relations | Audit Trail | Social Hetworking

[=][& S

j Edited By [itumner

2/7/202211 Children: 2

Gender: M ale =

ﬂ Fee/Rate: |

Resident [ Health Humber; | 23456

Marital Statuz:  |M arried -
SN 111222333

Deeupation: |Engineer

j License: 2345678

Date of Birth: 10/4/1967

Date of Death:

Former Name Citizen of
t ame [ ate Changed Countny
# | *
1 +
Country

Set out below are the fields and recommended use:
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Municipality, Region/County,
Province

Spouse

Digital Signature

Client/Corp Num:

Former Name

Resident

Occupation

Citizen of Country

Gender

Children

Marital Status

Health Number

SIN

License

License (if Lawyer/Employee)

Date of Birth/Date of Death

Edited By:, Last Edited

Fee/Rate

Inactive

Signing Lines Tab

These fields are used in Estate documents to populate certain
paragraphs in Wills and Powers of Attorney.

You can enter the spouse name (if any) and is a reference
field.

Navigate to a digital signature stored in your network to use in
signature blocks of outgoing correspondence.

If an Individual Contact Card, this is assigned by your
accounting program and is a reference field. If this is a
Company Contact Card, the incorporation number can be
entered here.

When the Name Change Wizard is used, the former name and
date changed will be entered here by the Wizard.

If this box is ticked, the Director’s Consent will state I am a
Resident of Canada”. If not, it will state “I am not a Resident
of Canada”

Some documents require the Occupation, such as Estate
Administration Applications

Some documents require Citizenship, such as the Significant
Control Register

Documents can be gender specific using this dropdown.

This is a reference field.

Many Estate Administration documents require this.

Used for Executor Services

Used for Executor Services

Used for Executor Services

Enter the LSO number for the back page of Court documents.

Type the name of the month (Oct, Dec, Sept) when entering
the date to ensure proper date format.

Tracked by the Emergent program. No changes are possible.

Fees charged to the client can be entered here and is a
reference field.

Tick this box to remove the Contact Card from the Active
Contacts List.
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Create the new Contact as a Principal in a Matter or as a New Contact. Enter the name in the Company
field as outlined above. The File As field will populate automatically. When the name, address and
phone details are complete, Save and Close the Contact Card.

Contact - Caledonia Highlands Inc. =
[ Saveand Close T Copy Contact BmyCopy § Refresh % Delete 2] Correspond ~ &= S
General | Other Addresses | Details | Documents | Relations | Signing Line | Audit Trail | Social Netwarking
g Full Name.. || [Business _+] [[416) 5555666

Company: [Catedoria Highlands Inc. [Bus Fax | [1416) 5852005
File A= [Caledonia Highlands Ine. | [Direct Line: =] |
Type: [Eompany ~| [DirectCel: ~| [
m Address. | [Maiing ~I [E-Mail | [ito@csledoniacon |
100 Lyal Avenue =
Toronto, DN M4E 2RE ‘Web page: |
Yisw Map. |

Reopen the Contact Card, select the Signing Line tab and complete the name and title as outlined above.
This will then populate the signature blocks in documents.

Contact - Caledonia Highlands Inc.
n Save and Close Qopy Contact Copy ! Refresh ¥ Delete @ C

General | Other Addresses | Details | Documents | Rglations |

Awdit Tral | 5

Caledonia Highlands Inc,

Mame: Narne:

| Joseph Sample Ritchie | Rabert Sample Alexandsr

Title: Tithe:

| President | WP of Putting Greens

All other types are entered the same way, with the "Name” in the Company field, and the proper way to

enter the name is displayed in the blue stripe of the Contact Card in the images below showing the
Signing Line Tab entries.

Family Trust (up to four Trustees):

Contact - The Ritchie Family Trust (2020)
= Save and Close Lopy Contact Qopy ! Refresh 34 Delete T

General | Other Addresses | Detalls | Documents | Figlations

The Ritchie Family Trust (2020)
By lts Trustess

|Joseph Sample Ritchie |

|F|obert Sample Alexandsr |

Joint Shareholders (up to four names):
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Contact - Alison Sample Williams and George Sample Smythe as Joint Shareholders
n Save and Close any Contact Copy ! Refresh ¥ Delete ﬁ Corresy

General | Other Addresses | Detail: | Documents | Relations _

udit Traill | Social 4

’Alison Sample Wiliams and George Sample Smuthe az Jaint Sharehalders

‘Ahsun Sample ‘Wiliams |

‘Geurga Sample Smythe |

Estate:

Contact - The Estate of Paula Sample Williamson
[ save and Close Copy Contact Copy ¥ Refresh X

General | Other Addresses | Details | Documents | Relations

Erian 5 ample Jones and Esther Sample Rogers
2 Estate Trustee(z) of

The Estate of Paula Sample Wiliamzon

|Brian Sample Jones |

|Esther Sample Rogers |

Address Changes

Changing an Address

To change the address of a Contact, click on the Address button to open the address details, make the
desired changes and click OK.

Note: If you are changing the Registered Office Address of a Company, see the instructions below. Do
NOT overwrite the existing address.
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S| Contac Address Details BY - o]
n Save and Close] Address lEthESl Effective Date] - & Show Links
General | Other Add Street/tvenue/Boulevard/Drive..

Number: 197
Full Mame..
— Name: |Main Street —
Company:
File Mg Suitedtpt: —
Type: P.0. Baox: | —
Address: |1 97 ain Street
@ Address [Suite 1500 |
175 Main Gha | DEPAMENL |
Suite 2500 1y, [Toronto <] [ Postal Code El
Taronta, ON
State/Prov: |Dntari0 ﬂ MR 243
=—————1| Countiy | ﬂ Look-up |
Full mail address of Co
t Peace
t FedD Seach Address | Linkz | ok | Cancel |
t 5t Pa
b Wfabacbisin | AR [

Changing an address on one Contact Card can change the address on ALL Contact Cards that are linked
to that address. If the address is used by multiple Contacts, you will get a prompt advising you that
changing the address will change the address for all Contacts using the same address. Note: If the
number on the prompt is larger than expected, cancel the process and confirm the change is
intended for all linked addresses. Click the Links button to see all Contact Cards using that
address.

Corporate & Estate Manager

I." ~ 1 This address is linked to 21 other contact(s). Changing this address will
&Y' change the linked address of the other contact(s) as well.

Do you still wish to change this shared address? Click "Yes" if you want
to change the address for all links, "No” to change for this contact only,
or "Cancel” to undeo any changes.

No | Cancel |

Click Yes and all Contacts using that address will change. Click on No to change the address for only
that Contact.

Unlinking an Address

B sove snd Close [ BRigopy  § Befresh 3 Delete - @B Showlinks Change Lir

Genersl [DFer Addieiies || Deisds | Documents | Rglations | dudit Tead | Social Hetweeking

Mewaddess | Fnd |
[Additional Addresses
[Ful address of Cartact . Deimlt_|Type
» | E5 Hannalord Stieet, Toronto, ON, ML 425 1 1 M g
53 Bellevile Flosd, Toronio, ON, MEE 4T8 \\q__;uﬁ.,

As previously mentioned, changing an address on one Contact Card will change the address on ALL
Contact Cards linked to that address. Changing the address on that individual’s Contact Card will change
the address on every individual using that address.
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Corporate & Estate Manager )

=S\ This address is linked to 299 other contact(s}. Changing this address will
s change the linked address of the other contact(s) as well.

Do you still wish to change this shared address? Click "Ves" if you want

to change the address for all links, "No" to change for this contact only,
or"Cancel” to undo any changes.

Yes Neo | Cancel ‘

In this case, click on the Address button to open the address form and enter the new address as above.
Click ok and you will be asked whether this is a change to all contacts using that address or not. Click
No to change the address for only that Contact (as an example, a family member leaving home for their
own apartment).

Changing Registered Office Address

In cases where the history of previous Registered Office Addresses is not necessary, open the Corporate
Contact card either from the Contact List or by clicking on the Corporate name within the matter and go
to the Other Addresses tab, highlight the old address with the mouse and use the delete key to delete
the address. Then click either New Address or Find to add the new Registered Office Address. Note:
It is of particular importance to delete the old address before adding a new address. DO
NOT open the address and make changes as this will change ALL linked addresses. As an
example, if a Corporation is changing their Registered Office from the law firm to their own
address, overwriting the address in that Contact Card will change ALL Corporations using the
law firm as their Registered Office.

However, if the history is required, the following steps are recommended:

Open the Corporate Contact Card to the Other Addresses Tab. Set the address Type to Ex-Registered
Address and enter the End Date.

e Contact - Caledonia Highlands Inc. - 175 Main Street, Toronto, ON
& Save and Close Qopy Contact Qopy ! Refresh ¥ Delete @ Correspond = &2 Show Links Name Change m

General OtherAddresses | Details | Documents | Relations | Signing Line | Audit Trail | S ocial Metwarking

Mew Address | Find | ™ Use Firm As Registered Address
Additional Addresses
Full address of Contact Drefault |T_l,.lpe Effective End D ate
7| 200 Main Street, Suite 2500, Toronto, ON, M4R 243 EIEH. Fegistered | 32014

Click on New Address to open the address details and enter the new address in the appropriate fields.
Click on the Effective Date tab to enter the appropriate date. Click OK
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=S} Contact - Address Details | < |
=
B saveand Close Copy Contact || Address WEhonas | Effective Date |
General  Other Addresses | Detais | Docum| | - Streat/Avenue/Boulevard/Drive
Mumber:  [175
New Address N
IS tain Street
Additional Addresses [Man st
Full address of Contact Suite/dpt
» |200 Main Street, Suite 2500, Toronto, ON
F.0.Box |
Address: [175 Kain Gt
[Suite 1375
Department; |
City Toronto - Postal Code
State/Prov:  [Ortario = MeE 219

By [ o] | etk

1 |Full address of Contact

Links | oK Cancel

Address Details

éddress] Phones  Effective Date l

From Diate: Al 1, 2014
ToDate:

At this point the new address will appear on the Other Addresses tab with the default type of Mailing.
Change the Type to Registered Office.

néaveand Close QDpyCDntact Qop}r ! Refresh ¥ Delete @CDrresgond = & Show Links Mame

Gereral Other Addresses | Details | Documents | Relations | Sigring Line | Audit Trail | Social Metworking

Mew Address | Firnd | [ Usze Firmn Az Registered Address
Additional Addresses
Full address of Contact Default |T_I,J|:-e Effective | End Date
p | 175 Main Strest, Suite 1375, Toronta, ON, M4E 123 QW ~ | 4717204
200 Main Street, Suite 2600, Taoronto, OMN, M4R 249 Q Ex. Regiztered 34320

If the intended Registered Office address has already been added in Corporate Manager ET, click on the
Find button, enter part of the address and select the address from the list then click OK.
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Il Save and Close | g Copy Contact B Copy 1§ Refresh #% Delete | (4] Correspond ~ &=

Gereral Dther Addresses | Details | Documents | Relations | Signing Line | Audit Trail | Social Metworking

Mew Address Find I [ Use Firm Az Registered Address

dh Find Address H
Mame: | j | Search |
Address: |Main ﬂ K
City: -
4 | J Cancel
Proviice: | ﬂ
Matching Addresses
Lazt Mame Address City Praovince Phone »
| |Jones 100 Main Street Taronto Oritario [416]!
Caledonia Highlands [n| 100 ki Taronta Onitario

Toronto Ortario

[A Caledonia Highlands In| 175 M

To complete the process, change the Type to Registered Office and enter the Effective Start Date.

General Other Addresses | Details | Documents | Felations | Signing Line | Audit Trail | Social Metworking
Mew Address | Find | | Use Fim Az Registered Address
Additional Addresses
Full address of Contact Default | Type Effective start date | End Date
p | 175 Main Street, Suite 1375, Taoronto, ON, M4E 123 = Reaqistered Office 4142014
200 Main Street, Suite 2800, Toronto, OM, M4R 245 3| Ex. Registered 332014

Name Changes

For corporate records management in particular, it is critical to track the historical names of corporations
and the dates of name changes.

NOTE: Do not use this procedure to fix typos! To change a typo, simply change the name in the
Contact Card name field by clicking the Name button and Save/Close.

Individual Name Change

NOTE: Do not use this procedure to fix typos! To change a typo, click on the Name button and change
the name in the Contact Card name field change the File As, then Save and Close.

1. Open the Contact Card and expand until the Name Change button is available.

E=| Contact - Heather Sample Ritchie
n Save and Close Qupy Contact Copy , Refresh < Delete '@ Correspond ~ &2 Show Linds  MName Change

General | Other Addiesses | Detalls | Documents | Relations | Audit Trail | Social Netwarking

g Full Name.. IMS. Heather Sample Ritchie ?’Aij |Business jl
I | [T T

Carnnara
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2. A new screen will appear with any shareholdings for this Contact displayed. Enter the new name
of the individual and the Effective Date. If automatic share certificate numbering is activated,
new share certificate numbers will be displayed. Click in the New Cert. Num. field to enter or
change the new certificate numbers.

Contact Mame Change
Old Name
Heather Sample Ritchie
New Mame
B ] |
OR
First: ‘Heather | Middle: | Sample Last: |Jones |
Effective Date
6/3/2020 w
Corporations
Name Class # of Shares Ol Cert. Num. New Cert. Num. Transfer#
e I
CoyotaTrack Pr ' Common 100.0000 c10 C-18
Done Cancel

3. Click Done. A prompt will appear asking if you wish to reissue the share certificates in the new
name.

Click No for the change to take effect without reissuing new share certificates.

Click Yes and the name will be updated and all existing shareholdings will be cancelled and new
certificates issued.

vk

The Details Tab in the Contact Card contains any Former Names of the individual.

Former Name

M ame D ate Changed
Heather Sample Ritchie | 6/3/2020
# |

Kl | 2

Be sure to confirm the File As dropdown is correct for future documents.

Corporate Name Change

Use Common Tasks>Corporate Name Change

1. A new window will appear with all Shareholders for this Corporation displayed. Change the name
of the corporation to the new name and enter the Effective Date.
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&, Corporate & Estate Manager ol ® ]

Corporate Mame Change

0ld Name
One by One Inc

Effective Date:

10/16/2013 [

Shareholders

Mame Class # of Shares Old Cet. Mum New Cert. Mum Transter #
Dianne Emily 5.. Class & £ 2250.0000 Ca2 7

CA-3 7
Class B2 il

Ch-4 10
ClassB 4 n
12

Done Cancal

2. Click bone. A prompt will appear asking if you wish to reissue the share certificates in the new
corporate name.

3. Click No for the change to take effect without reissuing new share certificates.

4. Click Yes and the name will be updated and all existing shareholdings will be cancelled and new
certificates issued.

By clicking on the corporate name, the Contact Card will appear. The Details Tab in the Contact Card
contains any Former Names of the corporation. The Name Change will be also be recorded in the
Administration tab and is accessed by clicking the Names button.

Clert FumBer |
Former Name
Mame [ate Changed
b | 123457120 OWNTARIO [M{10416/2013
*
1 | ~

The new name is automatically updated on the General Tab of the Contact Card. Be sure to confirm the
File As section is correct for future documents.

Corporate Name Change when Corporation is a Shareholder
in Another Matter

This is a two-step process, with the first step changing the name and shares held by the Corporation in

other matters and the second step changing the name and certificates held by shareholders of the
Corporation.

1. Open the Contact Card and expand until the Name Change button is available.
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£=| Contact - 2341289 Ontario Inc.

& Save and Close Qopy Contact Qopy ¥ Refresh X Delete '@ Carrespond ~ @ Show Link{ Mame Change

General | Other Addiesses | Details | Documents | Relations | Signing Line | Audit Trail | Social Networking

g Full Name... || @ |Business | |[416) 5555555
= Company: 2341289 Ontario Inc. [Bus.Fax  ~| [[476) 565-5556

2. A new screen will appear with any shareholdings for this Contact in other Matters displayed.
Enter the new name of the corporation and the Effective Date. If automatic share certificate
numbering is activated, new share certificate numbers will be displayed.

Contact Name Change

Old Name
Sagaponick Dairy Inc:

New Name

Company Name: Pineridge Inc.
OR

First: Middle: Last
Hfective Date

f12/16/2016 [
Corporations

Name Class #of Shares  OMd Can. Num. Hew Cent. Num. Transfer

3. Click Done. A prompt will appear asking if you wish to reissue the share certificates in the new
name. This is referring to the shares the contact is holding in the other Matter in Emergent.
Click No for the change to take effect without reissuing new share certificates. Click Yes and the
name will be updated and all existing shareholdings will be cancelled and new certificates issued.

Corpaorate & Estate Manager @I

I Do you want to re-issue shares for this contact?

Coe I ) [ o ]

4. The Name Change wizard will appear a second time. Again, enter the Effective Date and click
Done. The prompt will reappear asking if you wish to reissue the share certificates in the new
name. This is referring to the shares held by the shareholders of the Corporation itself. Click
No for the change to take effect without reissuing new share certificates. Click Yes and the
name will be updated and all existing shareholdings will be cancelled and new certificates issued.

The Details Tab in the Contact Card and the Names button on the Administration Tab contains any
Former Names of the individual. The Principals section of the Matter the Corporation is a shareholder of
will now also display the new name.
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Former Name Principal
M ame Date Changed Mame
2341283 Ontarnio Inc. /27 /2016 Heather Sample Ritchie -
Jozeph Sample Ritchie -
#]| > -
I 4 m P B -

Contact Links

Viewing Contact Links
Contact Links allow you to find out how any given Contact is involved with different Matters.
From the Contact form, select the Show Links button.

If it is not easily seen on the Contact card, then you may need to click and drag the edge of the Contact
Card to enlarge it and see all available buttons.

o Lontact - ABL NewcCo Inc. - = (=
& 5ave and Close Save New Qopy Contact ! Refresh 3 Delete ﬁ Correspond - mEind Mame Change ©= Show Links Change Links

General | Other dddresses | Details | Documents | Relations | Signing Line | Audit Trail | Social Metworking

This will display the relationships of this Contact to all related Matters and specify the roles the Contact is
playing in each.

& Contact Links - Joseph Sample Ritchie - 7456 Main Street, T... | = || &
[v Hide deleted and closed files
Links
M atter File Statuz | Link/Relation
Corparate - Birchcliffe Ltd. Open Contacts - Client Contact
Open Directar
Open Prezsident
Open Shareholder
Corporate - Caledonia Highlands Inc. | Open Contacts - Client Contact
Open Directar
Open Prezident
Open Shareholder
Corpaorate - Caledania Music Inc. Open Directar
Requeny | | Ca

To open any one of these Matters, click/select the Matter name.

Change Contact Links

Changing links is usually used when a Timekeeper leaves the firm, and all of their Matters are to be
transferred to another Timekeeper. This will remove the original Timekeeper from the history of all
matters they were associated with. If you wish to keep the history, you may add the new Timekeeper
and change the original to “Former”. If a Contact has more than one role in a Matter, such as Director
and Shareholder, then all links relating to that matter are transferred even if only one role is selected.

To Change a Contact Link, open the Contact that you want the links removed from.
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Select the Change Links button.

You may need to click and drag the edge of the Contact Card to

enlarge it for all available buttons.

[2=] Contact - Aloyisous Sample Aberthwaite =

u Save and Close Copy Contact By Copy $§ Refresh X Delete @ Correspond ~ @ Show Links Name Change g4 Fintl Change Links

You will see the following screen:

Q Change Contact Links - Henry Jonathon Smith - 210 123 Main Street, Toronto, ON

=8 o )|
Change the Links, or —

ation for this Contact —blacibun _ I — =
association for this Contas Dianne E. Smith and Elizabeth A Blackbum as Jainl Shareholders -
Check off the links you Y= 250 Elizabeth Audrey Blackburn - 210123 Main Skreet. oronto, ON

Links __——
Link/Relation

—

Iv] Corporate - WowWee Candy Bar Inc.

In the Change the Links field, enter the name or partial name of the Contact the links will be
transferred to. Hit the Tab key to trigger the search function, then click on the dropdown arrow to see
the results of the Name Search and select the intended recipient. Select the Links that you want to
move. You can select one, all or any combination, and then click OK on the confirmation prompt.

NOTE: You must select one link to change, even if there is only one.

Deleting and Combining Duplicate Contacts

There may be occasions when Contacts have been entered more than once. Both William Smith and Bill
Smith may be in the database, but are in fact the same person.

When you are ready to delete a Contact, select the Inactive tickbox on the Details Tab and then click
the Delete button on the Contact Card. This will ensure that this Contact will no longer appear in any
searches.

n Save and Close Copy Contact Copy ’ Refresh X Delete @ Cor|
General | Other Addresses  Detalls | Documents | Relations | Audit Trail | Social Networking
Municipality: ICil}' of Toronto LI Edited By: |itumer Gender;
Region/County:  [Province of Ontario v | Last Edited: 3/21/20221 Children
Province: IDntario LIEH/&L"\ Marital 9
Spouse: I Inactive: [ esident v Health K
Digital Signature: | | SIN:
Client/Corp Num: |358 Occupation: | ngineer v | License:
Former Name Citizen of Date of B

Name Date Changed Country Date of D
-4 E3

NOTE: Corporate Manager ET will not allow you delete a Contact that is linked to Matters.
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If you try to delete a Contact and Corporate Manager ET will not allow this, you will be prompted to view
the Links for the Contact for existing relationships.

Corporate & Estate Manager

~~ Thls(nntact has 17 links and cannot be deleted until all the links are

[
P removed.

Would you like to review those links now?

Yes No

Click Yes to show the Contact Links view where you can see all the Matters to which the Contact is
linked.

Open the contact you wish to keep and click into the File As field and make a slight change to the File
As name. You can add a character or the word “keep” to differentiate from the contact you wish to
delete.

E=| Contact - loseph Sarnple Ritchie - 100 Lyall fvenue, Toronto, ON = =N
& 5ave and Clase Qopy Cantact Qopy ! Refresh 3 Delete @ Correspond ~ &= Show Links

General | Other &ddresses | Details | Documents | Relations | Audit Trail | Social Metwarking

g FU"NGWE ,W [7=] Marne Details @ 5557
Campany: 5556
File As: ’E Title: bdr. -

Tz ’H First Name: KEEP llozeph I
Middle Name [Semple

@ Address b il Last Mame: ’Hilchie— pil.cormn J
100 Lyall Avenue Bup I
Tevonts, 0N wa 1 | 2 = =

Salutation: Joe =

Proceed to change the links as outlined above, but when choosing the Contact to transfer the links to,
choose the amended contact and click OK.

B=] Contact - Joseph Sarple Ritchie - 100 Lyall Suvenue, Toronta, ON

iation for this Cantact, to: — —
Full Mame USSR EharlesJoseph Brown - 11th Floor - 77 “Weston Road, Toronto, ON
Check off the links you wish to change|Joseph Sample Ritchie - 100 Lyall Avenue, Taronto, OM

Company. Joseph Sample Ritchie - 100 Lyall Avenue, Toronta, ON
File &z Change| M atter

Corporate - <Urknow: Director
Tupe: Corporate - <Unknowns President

|Corporate - Ortario | Contacts - Cliert Contact

Once all links have been transferred from the duplicate contacts, delete the duplicates by clicking the
delete button on either the Contact Card itself and confirming that you wish to save the changes or the
delete button on the Contact List. When all duplicates are deleted, change the name on the remaining
contact back to the individual’s proper name.
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Retrieving a Deleted Contact or Matter

Although we talk about “deleting” a Contact Card or a Matter, it's never really deleted. It's just hidden
from sight so it doesn't clutter up your Lists. To get your deleted item back, click on the List and change
the dropdown menu to show Deleted Contacts. Open the Contact Card, go to the Details Tab and
uncheck the Inactive box. To retrieve a corporation, click View/Matters to open the Matters List,
change the dropdown menu to Deleted Corporate Files and double click on the name of the
corporation. This opens the corporation’s main screen. Click on the Administration/Annuals Tab and
change the corporation’s status from Closed to Open.

Contact List £ Matter List
drter L
<All Active Contacts> IR
<All Active Contacts> :
Charities
Companies ¢ Open Matters
7 Companies & Individual Closed Matters
ACourts Deleted Matters
. Deleted Contacts
{ Employees {Import Matters
Government Offices v Ternplates

More Contact Features

Correspondence to Contacts

The Correspond dropdown menu located on the Contact Card gives you the option to create letters,
envelopes, faxes and labels for the Contact directly from the Contact Card. This feature is convenient
when correspondence is being sent to the Client that is not a topic related to a Matter, such as an
invitation to a firm event or a congratulatory greeting. A Letter Shell with the current date and the
Client’s address is generated, and you can continue with the subject line and the body of the letter.

E-] Contact - Aloyisous Sample Aberthwaite =~
I save and Clage Copy Contact B2 Copy ¥ Refresh 3¢ Qelem Shaw Links  Mame Chenge Lgpd Find
¥ 4 El

Gameral | Other Addresses | Dretsds | Documerts | Felstions | Aodi Tral SncidN;ﬁviﬁtiq—

& save and Close Qop)rContact Qopy ! Refresh X Delete @C

G |
sneral | Other Addresses | [ @ Quick Document - Aloyisous Sample Aberthwaite -

g Full Name.._ | [Aloyisg Ervelope with Return Address

Compary: Envelope without Return Address

Fawx Cover Page

File As: Alo_l,llsc Letter Shel
. — | Pre-printed |ndividual Label
Type: Irdivid
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Copy a Contact

[IH save and Close Q:np}rCn:nntact B Copy !

General | Other Addresses | Details | Documents | Felations

This feature is useful to add a new contact with the same address and other contact details, such as a
new contact at an existing accounting firm. Click on Copy Contact, and a Copy of Contact will open.
Edit the contact specific fields in the usual manner and Save and Close.

Copy a Contact’s Information

Clicking the Copy button will copy the contact information to your clipboard to be pasted into a word
document or email.

Digital signatures

Digital Signatures are administered in the Details tab. Use the Link button to find the digital signature
file on your network and link it to the Contact Card.

NOTE: You may need to adjust the image file size to have it fit properly on the document signing line.

Social Networking

Social networking links for Facebook, Linked In and Twitter can be entered in the Social Networking tab
of the Contact Card.
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Chapter 2: Incorporate and
Organize
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Corporation Assistants

The Corporation Assistant are streamlined processes that allow you to incorporate and organize a
company quickly and efficiently. You can complete an online incorporation (in available jurisdictions) and
create an organization package for a new company in minutes.

Creating a New Corporate Matter

You can create a New Corporate Matter by selecting the Add New File button:

:_:- Corporate 8 Estate Manager

File View—Search Tools Windc|
— S
/ j Add New File Ejﬁ_ontacts
o~ A

(2 OpentastFile Search:

rE#_

Select the type of file you wish to open. Click on the + beside Corporation Assistant for: or
Partnership Wizard for: to display the list of Jurisdictions. Select the desired jurisdiction and choose
OK.

Incorporation Wizard (Before Incorporation)

Corporate Manager ET speeds up the process of completing the filing by using information already
entered into the database. For this reason, it is important the "Our Firm” Contact be set up correctly with
mailing address and phone number. For supported Jurisdictions, on-line filing directly with the
Government Ministry is available. Companies can be incorporated during regular government business
hours using Corporate Manager ET. Once filing is completed, the Incorporation date and Corporation
Number will automatically be added to the Corporate Matter as well as the Articles of Incorporation
directly from the Government Ministry.

Begin this process by clicking the Add New File button, then clicking the + next to Corporation
Assistant for and then selecting the jurisdiction (for demonstration purposes Ontario has been chosen)
and OK.

71 &dd a Mews File

Amalgamation Wizard
— |- Corporation Assigtant for:

<ilberta Carporation:

el <Blank Corporation:

v <Biritish Colurmnbia Corparations

o
]
i
o

Sl <Canada Corporation:

=

You will be asked if the Company has already been formed. Choose No to begin the Corporation
Assistant.
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Corporate & Estate Manager E3

Ie\ Has this company already been formed?

There are 4 steps to complete the incorporation.

Step 1 — Entering a New Company

2, Online Filing Center =] @ ==
Corporation Assistant (Step 1 of 4) (emel'genf
Tope: | Numbered Corporstion = MotGelected  [w ]
nding:
Languagel | Ergish [+
Directors
Wi |1 Maw: |7
{Dur Fim s the Registered Office: ¥ | cojgay [+]
Registered Office Address: Billng Information:
StrestMo. | 45n i'ﬁe‘ 155t S Reference No.:| 1235
SuteNo: [ e q | Address Decket 1524
Line 2:
P.0.Box: Ciy Toranta
PostalCode: | M2W 2M2 | Frovines | Dntario [=]  Legal Bpinion Not Requred K
Business [ 416) 9717460 | County | Canada R
Phane Ho. B First Name: Rob
FaxNo [416) 971-8205
Last Mame: lssa
Save all documents to:
“het-demoiEmergentiDocur »
Client rumber. | 100543 File number: 57235 Matter # 2
Corp Exitwizard [ Mest > I Cancel
DIRECT!

This first step gathers information specific to the Company. Choose the Type of Company that is being
incorporated:

Numbered Corporation

Corporation Name with English Only
Bilingual Named Corporation
Corporation Name with French Only

Legal Element

The word “Limited”, “Limitée”, “Incorporated”, “Incorporée” or “Corporation” or the corresponding
abbreviations “Ltd.”, “Ltée”, “Inc.” or “Corp.” shall be part of the name of every corporation — a
corporation may be legally designated by either the full or the abbreviated form.

For a Named Company NUANS Information will also be required, including:

¢ Company Name
e Date of NUANS Search
e NUANS Reference Number

The Minimum and Maximum number of directors must be defined. These are numeric values and the
minimum number of directors must be less than the maximum number of directors.
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The Registered Office Address of the Company is required. You can either enter the address into the
fields manually, or, if your firm is acting as the Registered Office, you can use the Our Firm is the
Registered Office check-box to quickly enter the Registered Office Address Information.

Track Billing information by entering your Reference Number and Docket Number. This is not a required
field.

For most situations, a Legal Opinion is not required, however, if the name is being duplicated, Companies
and Personal Property Security Branch policy requires that a legal opinion accompany the articles being
filed. The legal opinion must be by an individual lawyer (not a law clerk of the firm). If a Legal
Opinion is required, remove the checkmark next to Legal Opinion Not Required. The Legal Opinion name
will be entered in Step 2 of this process.

The Filing Person is the person at the firm doing the actual filing. The name entered here will be
remembered and will be used the next time a filing is done. If a different person is doing the filing,
simply change the first and last name.

Once Step 1 of the Corporation Assistant is complete, click Next.

Step 2 — Entering Client Information

Step 2 of the Corporation Assistant will ask for Incorporators, First Directors and Client Contact.

Whenever adding a principal, first search the database to see if this Contact already exists. Enter either
part or all of the first name; part or the entire last name or both and click the Search button to search
for a Contact to add the existing Contact to this corporation, or commence the New Contact Card process
as explained previously. If changes are required, click on the name and choose Edit. Once complete,
choose Save to update the information or the Contact can be deleted from this Matter.

%, Online Filing Center ol = ===
Corporation Assistant (Step 2 of 4) @mergent
% Incomporators
Name Adress
Contact Name; Incorporators' Address:
First: Elzabeth Strest No:: | 123 St | Main Steet
Micidl fudiey SukeNo: g fdd
ine
Last Blackburn P0.8 City: Toonte
Postal &
The: [viss [] Besdentol g Coce MIETw4 | Province: Ontario [=]
anada: E'ﬂ:eﬂi (416) 5551234 | ounlly | Canada [+]
Dirct
FaxlNo: | (41655512395 -
ind a company ‘" Line.
Use Hegistered Uttice
Arkhnss
Company: Gender
Remove J[ save ][ Cancel |
First Diect
Client Contact
COro —
DIRECT!

Click on any of the blue headings to add the Incorporators, Directors and Client Contact.

The Incorporator is not necessarily a director. You can enter more than one incorporator or move on to
adding directors.

Adding a First Director follows the same process as an Incorporator, with the exception of choosing a
Company as a director. Only individuals can be first directors. If a Contact does not exist, select New
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Contact and enter the name and address information for this Contact. To speed up address entry, you
can use the registered office address entered in Step 1 for this Contact address.

£, Online Filing Center el =@ ==
Carporation Assistant (Step 2 of 4) @mergenf
% Incorporators
2 First Directors:
Name Address
Contact Name: Directors' Adchess:
First Dianne StreatNo: 153 aeet hain Suest
Ml Suile Now: s
ine 2:
Last Smith F.0. Box City Tarontn
ol Mstws | Province: 0
Tile: (Mo, [z Resdentof 7 Code: rhaiis =
Business | (416) 5551234 CoWnly: | Canada [=]
o Phone Mo ——
Use Hegistered Uthce FaxMo: |[416)5551235 rec -
Arrress Line:
Giender
Remove ][ Save |[ Cancel |
¥ Client Contact

The Client Contact is the primary contact of this Company. This is usually the person who gives the
instructions or that you correspond with at the Company. The Client Contact is entered the same way as
the First Director. Search for an existing Contact or add a new one.

Once Step 2 is complete, click Next.

Step 3 — Create Share Classes

& Online Filing Center ===
Incorporation Wizard (Step 3 of 4) @mergent
Class Name Created Date  Authorized VolingStatus  VotesPer Shate e
‘ i v
Class Name: P R pp— Puichased for
Diidon Amount Cancelstion
igenas: [=] conia: Retrastable
Liquidatior: =] Ceac [nons) Transfers
Cumustive: [2] VlesPer Flesticted
Share: Parlicinating
Restricted By [=] Template:
” Redeemable:
Voling Staus: |y ging [] Automatically assion
: certlicale # Covertb
ontant de A
Par Value e Frelix
D Not Agplcable
View Shae —
Tenplates ancel |
COD
DIRECT

In this step of the Corporation Assistant, the share classes are created for the Corporation. There are
two options for entering a share class:

1. Create a NEW Share Class: Select the Add button and define the class nhame. The Voting
Status defaults to Voting, the Number Authorized defaults to unlimited and the Date
Created is the current date. Any of the default values can be changed by the dropdown menus
and any additional information can be entered. Restrictions can be entered in the text box, or, if
there are no restrictions on the share class, enter Not Applicable on the Restrictions field. Click
on the Template box to make this Share Class available for all future Share transactions and
automatically assign certificate prefixes and numbering as discussed in Automatic Certificate
Numbering. When complete, click Save.
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15 Onfine Filing Center =@z
Incorperation Wizard (Siep 3.t 4 @mergent
Class Name Croated Date | Authorized Voting Status.  Votes Per Share  Cagital

ONCQI0> e

2. The other option for entering share classes is to select a class structure that already exists in the
database. Choose View Share Templates and you will be presented with all of the share
classes in the database.

Dlsss Name Cieated Date  Authorized Voting Status  Votes Per Share  Capi
k] [0 »
Class Name: Authoized Purchssed for
- Aot Cancelstons
! Capital Fietractable
Liquidation Crealed i
Cumuilstive: Vetes Per fssticted
Shate Patticipating
Riesticted By Ei . pein
3 Redeematle:
Woting Status: Automatically assign
Cetficate i Coverlible:
Par alue: (it Fref
la valeur no refi: Add
e
View Share
Templates
[ <Back |[ Met> |[  Cancel |

Click on the desired class and choose Select Template. At this point, click on Add, Edit or
Delete to add or modify any of the existing classes and then choose Save for each class.

Once complete, click Next to go to Step 4.

Step 4: - Enter Provisions
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5 Incorporation/Amendment Wizard — x
P

Corporaton Assistant (Stp 4 of 4 @&mergent

: & i Restricions on Business or Powers

Mot Applicable

Load Template Cancel

Descrption of Classes of Shares

Restrictions on Share Transfers

4 | e ||ee || e

|
Rights, Privileges, Restrictions and Conditions |
|
|

Other Provisions

Oncor

DIRECT

View Draft < Back Finish Cloz=

>

The final step of the Corporation Assistant is to enter the Restrictions on Transfers and Other Provisions
for the company.

There are two ways to enter text into these fields.

1. Type, or copy and paste the text into this field. Once new text has been entered, the option to
save this text as a template for other Matters in the future appears. If you choose to save this
text, give the template a name and choose Save as Template.

2 View/Add Restridtions on Business (Section 5)

There are no such restrictions on the business the Corporation may camy on or on the powers the
Corporation may exercise

Save as Templat= | No Restrictions on Business| Load Templata Cancel

View/Add Classes & Maximum # of Shares (Section 6)

ViewlAdd Rights Attsched to Each Class (Section 7)

ViewlAdd Restriotions on Transfers (Section 8)

View/Add Other Provisions (Section 9)

This will establish the restrictions for this company, and make it available as a text template for future
use in other corporations.

2. The second option is to select the item from an existing saved template. Choose Load
Template and select the item from a saved list of templates.
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Corparation Assistant (Step 4 of 4) (eme

Add Restrictions

Name Taxt

Select Cancal

This will place the text into the window.

To generate a draft copy of the articles of incorporation, simply select View Draft from Step 4 of the
Corporation Assistant.

Click Finish to open the Matter to the Overview Tab.

Draft Process

Some Filings may require client approval, which may take some time for the client to provide. In this
case, use the draft process to complete the filing by following these steps:

1. In Step 4 of the Incorporation Process, select View Draft to generate a draft copy of the
articles. If you wish to view the draft articles in word format, click No when asked if you wish to
view the draft in the Ministry format. Clicking yes will initiate the OnCorp log-in process and the
.pdf will be retrieved.

Choose Finish and when asked to file the Articles of Incorporation online, click No.

Once approved, reopen the Matter from the Corporate List and proceed through Common
Tasks to recommence the Incorporation process, make any necessary changes and then click
Finish.

wnN

Generate Articles

You can Generate Articles to print directly from Corporate Manager ET by clicking on the Common
Tasks button and choosing Generate Articles. You may then follow your usual Provincial registration
procedures.

File Online (Ontario and Federal Filings Only)

If the answer is Yes to filing the Articles of Incorporation online on Step 4, you then can enter your
OnCorp login information and click Login.

After choosing Yes on the next screen, you then can enter your OnCorp login information and click
Login.
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Corporate IManager = Please enter your login information to connect with
Government Demonstration Site

“"7 § Do you want to file the Articles of Incorporation online? Please note: Login
W' The Government anly allows online filing between 8:00 am - 6:00 prm Account:

User Name:

Password:

5 Login [ Cancel

The Corporation Assistant will then review your submission for errors/omissions. If errors are found, you
will be returned to the Corporation Assistant, errors will be listed at the bottom of each step, and you can
fix your errors and proceed with the filing. Warnings can be fixed as well, but are not required to be
fixed before submitting.

Once all errors are corrected, the filing process will begin. This may take a few minutes,. Please be
patient. A message will appear once the filing is completed. While waiting, you can continue to work in
Corporate Manager ET.

1, Online Fiing Center = = =

@mergent

Fiocessrg.

OQID>

Once the Company has been incorporated, you will be notified of the incorporation number and that the
process is completed.

7, Onlin Fiing Center —

(@mergent

ARTICLES OF INCORPORATION HAVE ARRIVED

antred_The document has been
co v r " e Poils cad ha bean updaied
‘i the ricmaton ecetved o 1 Wiy, 10 va e fied Ak, clck on T Created
Documecks 1 e compsry's e cad.

¥ Displey Gavemmert Asicies [efing foms]

| ] Displey Emergert: Asicles [l fameting fer your clert's convenierce]

NCOD> —

DiiEcT

Click Continue to open the Articles of Incorporation in either Emergent or Government format.
Corporation or select the Documents Tab and click on the Articles of Incorporation underlined in blue to
view the filed documents.
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Daocuments | Capital | By-Laws / Jurisdictions | Administration / Annuals

| All Documents Chronologically

Add Executed Document |

Documents

Documnent eBook Tab:
OM Form 1 - Articles of Incorporation Articles & Amendmer

* [

Organization Wizard (After Incorporation)

If the Incorporation Wizard was used to enter the initial information, then the next step is to open the
existing Corporate Matter, select Common Tasks > Organize this Company. The information
entered using the Incorporation Wizard will already be entered in the Organization Wizard.

If the Incorporation Wizard was not used to create the new corporate matter, then begin this process by
clicking the Add New File button, then clicking the + next to Corporation Assistant for and then
selecting the jurisdiction (for demonstration purposes Ontario has been chosen) and OK.

7| Add a Mew File

I Comorate |

Amalgamation YWizard
— |- Corporation Assistant for:

¢alberta Carparation:

* <Blank Corparation:

=1

@&E <Britizh Colurbia Caorparations:

e "

!Z*J <Canada Corporation:

You will be asked if the Company has already been formed. Choose Yes to begin the Organization
Assistant.

Step 1 — Address and Corporate Information

Click on the Corporation Name button to start the name search. Remember, the less precise your
search terms, the better your results. Click on Create New Contact to add the new corporate name.

Note: if the name is in the search results, cancel the search form AND the Organization wizard to verify
the corporation has not already been added or started.
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Corporate information [Step 1 of 4)
Corporation Direl
Mame: | Min
Mailing Addi=~~ I
—_— . # MNew Contact
r i
I Enter all or part of the Contact Mame you wis
|1 3
Registered 0] Matching Contacts
Adl?lress. Contact Mame
LR 173 4 Copy Inc. 234 Mart
Address 123456 Canada Inc. 100 Lyal
Select Office 123456 Copy _Corp. 100 Lyal
5 123456 Ontario Ine. 100 Lyal
Incorporation
Corporation |
Client Mumt
Matter Murnl) 4
Select the contact you wizh bo u
Click "Create Mew Contact' to create a
Create Mew Contact |

Click on the Mailing Address button and enter this company’s mailing details and phone numbers. Click
on the Registered Office Address to enter the details, or check Use Firm Address. If there is more

than one office location, set in the Office dropdown. There is also a tickbox if the Registered Office
Address is the same as the Mailing Address.

Enter the Incorporation Date and Corporation Number. The Incorporation Date will be used as a
default in the following steps.

Enter the Number of directors (Min, Max and Fixed), select if the Company is Private or Public and

whether they are Profit or Non-Profit, set the Fiscal Year End and whether it is Exempt from
Audit. If the Fiscal Year End is not known, it can be entered later.

Corporate information (Step 1 of 4)

Coporatian | 7120 ONTARID INE,

[ Mex 7 Ewed [
Maiiing Address
[ Use Registered Pre
Dffice Address e [Pt <]
Regﬁ:ffd Office |{Suite: 4550, 450 15t 5t 5. DOntario -
ress: Toronta. ON M2M 242 e
[ Use Fims - fuge ™ <Jfi0 =
Address Responsbie Lanyer [Bruce ). wame <]
Calgary ~ Save al =
documents to;
Incorporation Date: [10,77,2013
k| Biling Type:
Mo [123457120 Business Number
Cliert Mumber: ~ [103485 ¥ Exempt from dudié
MaterNumber 3 Flepumbe 957156
Ext Wizard Neat> Cancel

At this point, you can also enter internal firm details, such as Client, File and/or Matter Number and
choose the Responsible Lawyer. The list of Responsible Lawyers is made up of all Contacts in the
database that are already entered as Employees. If the Lawyer is not in this list, leave the field blank
and add the Responsible Lawyer to the Administration tab after finishing the other steps in the

Corporation Assistant. Once the Responsible Lawyer has been added as Timekeeper to a Matter, they
will appear in the dropdown.
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You can also have all documentation saved to a specified location, such as the client’s sub-directory in
the Network. Note: Long file paths will not save automatically, as there is a character limit.

Once Step 1 is complete, click Next.

Step 2 — Appoint Directors and Officers

Add an In Director/Officer (Step 2 of 4)

A | Address [ Elected | Resident | First Director |
» [Diarme Enly Smith 1210123 Main Suest, Tororko, ON, MATO/1/2003 | Yes | Yes |

& Mew Contact ==

Add Officer(s)

Matching Contacts

4 Cortact Name Address

3
Add Client Contact Dianne Emiy Smith 2110 123 Main Stieel, Taronto, DN, MAE 144, Canada

F@zaheth Audrey Black
Rl

Add Accountant

Selest the contast you wish to user fiom the st above and press OK.

Add Bank Press "Add as New Contaet ' to create a New Cartact enty for the name yau entered.

Add s New Cantact | | cancel |
I v
|

<Back | New> Cancel

This step adds the additional Corporate Contacts. To Add a Director, click on the Add Director button
to start the search process and enter the name of the Director being added. You can add new contacts
at this point by clicking on the Create New Contact button and following the steps outlined in the
Entering New Contacts Section. Again, the less precise your search terms, the better the results. If
necessary, select whether they are a First Director. You can also choose if this person will be the Client
Contact, and/or any Office held by this Director using the check boxes and dropdown menu.

Tncorporator/Director/Officer
[V Directar: [V Dfficer: [V Client Contact

Di
D.

om the st below, or select from the drop down

ate Electedt 1377772013 F

First Direcor r

Pasiion I 5|
DateApponted: [107172013 3 Signing Authory: [~
oK Cancel

To Add an Officer, click on the Add Officer button and enter the name of the Officer to be added. At this
point, choose the Office Position from the dropdown list. Choose Custom Office to activate a text box
for the custom office title. Check Signing Authority if this officer will sign for the Corporation. A person
may hold more than one office at the same time, however each office will be shown separately, i.e.
Secretary and Treasurer will be treated independently. This will be helpful if the person resigns as
Treasurer, but stays on as the Secretary of the Corporation.

Following the same process, enter the Accountant and Bank, if known.

Clicking on the = beside each of the names will give you an option to either Edit or Delete a particular
entry in the Add Director or Add Officer section.

Selecting Delete will remove the Contact from the corporation but will not delete the Contact from
Corporate Manager ET.

Once Step 2 is complete, click Next.
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Step 3 — Create Share Classes

Corporation Assistant

Add a Share Class (Step 3 of 4) Add a Share Class

[ Share Class/Mame [ Authorized | Capital | Created [voting Status]_Di
¥ | Common | Unlmited]| 07227201 Vaiing Dis
|Class &1 | Unlinited| |0/22/201 [Vating Diss

5. Restrictions|

Liquidation

<>

See Schedule A attached to Articles

None

No shares in the capital ofthe Corporation may be sold, "
rs | |transferred, pledged of hypothecated without the majority consent v

() The rightto ransfer the Corporation's shares is restricted; A

< Back Next > Cancel

If you did not use the Incorporation Wizard to form the corporation, create a New Share Class, using the
New Share Class button.

Enter the name of the class and select the Voting Status from the dropdown menu. Enter the
Number of Shares Authorized and set the Created Date and any other attributes on the dropdown
menus.

This is also where the share properties are fixed and any Notes and/or Restrictions on Transfers can be
entered.

Urlimited
0172013

I e (e i B B B |

1

o| D

CusP: — Frefc Flass 51
18N —

o

Once the share classes have been entered, then click on the buttons for

Business Restrictions

Classes and Maximum Number of Shares
Rights Attached to Each Class
Restrictions on Transfers

Other Provisions

and enter any requirements for the Execution of Instruments and the Director and Shareholders Quorum
requirements.
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If the Incorporation Wizard was used, these sections are already in the Organization Wizard.

You can either enter the text manually, cut & paste from a word document or select Load Templates.

Add Restrictions

Mo shares in the capital of the Corporation may be sold,
ransferred, pledged or hypothecated without the majority
iconsent of the directors.

Hew Templats | Edit template: | ok | ceneel |

On the right, select the Template that you want to add and then click OK.
Select OK again to save the details.

The above information will be displayed (and can be revised) on the By-Laws/Jurisdictions Tab in the By-
Law/Quorum section of the Matter.

Once Step 3 is complete, click Next.

Step 4 — Issue Shares

The final step of the Corporate Assistant is to issue shares.

Add Share Tramsacions (Step 4 i 4}
Meane Buck

Laeoen [iFm 2] O [y 3] Dot

Mentiurter |

Click the Issue Shares button and select the Share class in the dropdown. If you did not create a class
in Step 3, cancel the Share Transaction form and go back to Step 3 to create the class.

The Transaction Date will default to the date of incorporation. Select an existing Contact (or add a
new one). Enter the Certificate Number (if auto-numbering was not used) and the Quantity. You
can also enter the Aggregate Price, Certificate Location and Notes if required. After entering the
Aggregate Price, the Price Per Share will automatically be calculated. Similarly, entering the Price
Per Share will automatically calculate the Aggregate Price.

Once completed, all of your share issuances will appear in the list displayed in Step 4.

Select the Finish button to close the Corporation Assistant and open the new Corporate record.
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Generate Organization Package

The final step for creating this new company is to generate the organization package. Click on the
Common Tasks button on the Toolbar and Generate Organization Package. All the necessary
minute book documents will be produced, including by-laws, resolutions, consents, subscriptions,
registers, etc.

If you are using custom documents, the Organization Package will be found in Create Documents >
All Documents > Packages.

Copy Matter

There are two reasons this feature will be used. One is when a client incorporates multiple times, always
using the exact same corporate structure, and the other is when a particular corporate structure is
needed, such as a professional corporation, but the Principals are always different.

& save and Close .;Q Copy Matter) § Save Create Document "B Create

apital  By-Laws / Jurigdictions | Administration / Annuals | Workflow | Docume

Click the Copy Matter to begin the process. There will be a prompt confirming that you wish to copy the
Matter. After OK you will search the new corporate name in the usual manner.

Corporate & Estate Manager H

@ You are about to copy this Matter. Please choose OK and Enter the New
WY corporate Name.

After the corporate name is created, you will be asked whether to copy the Directors, Officers and
Principals.

Corporate & Estate Manager
"" kDo you want to copy share issuances for Shareholders and
&' election/resignation transactions for Officers and Directors?
v

Yes will copy Directors, Officers, Shareholders and Share Transactions, but does NOT copy information
specific to a corporation such as Incorporation Date and Incorporation Number, etc.

Change Organization Date

The date entered here will update the Incorporafion date.
and ing

You will then be prompted to enter the new Organization Date (Incorporation Date). This will change the
election and share transaction dates from the original Matter to the new Matter. After the new Matter is
created, you can either enter the new incorporation date on the By-Laws/Jurisdiction Tab, and amend the
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information on the Administration Tab to reflect new file numbers, Minute Book Box Number, etc. or use
the Common Tasks > Organization Wizard to enter the specific corporate information.

No will create a Matter with only the share structure and rights and restrictions. This is useful when a
new Template Matter is needed as set out below. Entering a name and date are requirements to get to
the next step, but it can be the current date and even just a single letter in the name field.

Template Matter

A corporate structure that is used often, such as a certain Share Class structure, can be set as a
Template that will then be included in the New File List.

Either choose an existing Matter to copy as set out above without the Directors, Officers and
Shareholders, or start the Incorporation Wizard as you would to create a matter, but only entering the
necessary structure information in steps 1, 3 and 4 of the Wizard.

After completing the Wizard and the “blank” matter opens, go to the Administration Tab and name your
template in the Reference field and activate the Template check box.

Overview | Capital | By-Laws / Jurisdictions Administration ¢ &nnuals | Workflos

Administiation Administration

‘H] Corporation: 2008422 Ortaio Limited
FerchMeme: [~

Client Contact

L e —C

ccountan S BEREE  [Conmon b ClssAShaes

Auditor Qffce: — [Frince Albert -

Banks ClentMumber [~

MatterNumber: [~

Records

o FleNuber [

Storage Box

Minute Book

Inte
(Tim

Annuals /
Activities

Seal:

Share Certificatels)

Entered By: EMERGENTTECHNjtumer
Edited By: EMERGENTTECH\jtumer

D

The Template has now been added to the New File list for firm-wide use. Selecting the Template will
commence the new matter process in the usual manner.

{3 Add a New File

wE

# ' <Prince Edward lsland Corparati

<Ouebec Corporation:
H <S5 askatchewan Corparation:

i

<Yukon Corporation

&

.,.
H
%

5l Petersen Preferred Stucture
el Share Classes 4.

=l Share Classes A-K [MPC]

<Blank Corporation:
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Chapter 3: Common Tasks
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This is the starting point for the most common actions required to organize and maintain a company. It
is separated into three distinct functions.

General Corporate Structure

Share Transactions
Directors and Officers

SEILDSE S

5

Gl AR 2R R

o
L

o

Commaon Tasks

+ AddaTask B Mew Phone C

Incorpeoration/Amendment Wizard

Organize this company

File Initial Return/Motice of Change Online
Clean Up the Minute Book

Update Minute Bock

Change Organization Date

Corporate Mame Change
Amalgamation Wizard

Partnerships Wizard

Issue Shares

Transfer Shares

Share Conversion
Share Exchange

Share Split

Share Consolidation
Beneficial Shareholders

Edit Share Transactions

Elect a Director

Resign a Director

Elect an Officer

@ Resign an Officer

The Common Task feature allows you to quickly process any of these items with easy-to-use Wizards that
simplify these steps and speed up data entry.

Note: All date fields in these Wizards prepopulate with the current date. Ensure these are changed to
the date of the transactions.
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General Corporate Structure

Note: All date fields in these Wizards prepopulate with the current date. Ensure these are changed to
the date of the transactions.

Incorporation/Amendment

This task starts the Corporation Assistant for incorporations. This Wizard should only be started from the
Common Tasks to continue the process. To start a new matter, start from Add New File. Note: Online
Filing will be available at a future date.

Organize this Company

Continuing from the incorporation process, the Organization Wizard quickly gathers all of the information
necessary to complete an Organization of a Company. This Wizard should only be started from the
Common Tasks to continue the process. To start a new matter, start from Add New File.

Clean Up the Minute Book (Ontario only)

This feature will be available at a future date.

Update Minute Book

This feature will be available at a future date.

Change Organization Date

Change Organization Date will change all election and share creation/issuance dates. The organizational
documents will have the signing date changed to the chosen date as well.

Change Organization Date

The date entered will update the initial organization dates for
a)  Active Directors
b) Active Officers

c] Active Shareholders
d] Open Share Classes and lssuances

D ate:
(] 8 | Cancel

The Change Organization date feature will update the following Dates:

Election Dates of Directors
Election Dates of Officers
Share Issuance Dates
Share Class Creation Dates

Note: Because changing the date has a substantial impact on data, you will only be able to change the
date until any changes in shareholdings are made. Once share changes occur, Corporate Manager ET will
determine that these dates are set and will not allow this change.
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Corporate Name Change

The Corporate Name Change provides the same process available through the Name Changes button on
the Contact Card. Please see Name Changes in the Contact Card Section for further information
regarding this feature, including steps to re-issue shares in the new Corporate name.

Amalgamation Wizard

This Wizard should only be started from the Common Tasks to continue the process. To start a new
matter, start from Add New File. Please refer to the Amalgamation Wizard Section for in-depth
information.

Partnerships Wizard

This Wizard should only be started from the Common Tasks to continue the process. To start a new
matter, start from Add New File. Please refer to the Partnerships Wizard Section for in-depth
information.

Share Transactions

Note: All gate fields in these Wizards prepopulate with the current date. Ensure these are changed to
the date of the transactions.

Resizing Rows

If you find the rows become difficult to read after adding a number of share transactions, put your cursor
to the far left between any two rows until it turns into an up/down arrow and click and drag the row to
the size you would like to view. All the rows in the grid will automatically resize to this new height for all
Matters.

Shares - Andersen, Edmond
Tiansaction| Share Class/Name | Transferred From | Quantity | Notes | Pice [Price Per Share]
j Class A Preferred Treasury 500,000.0000|Issue :250,000.00$0.50
[~ _~|Class B Prefered | Treasury ’ 2,500.0000Issue | $4,000.00[$7.60
] v |ClassAPreferred  |Treasuy [ (500,000.0000)| Redesignation of all shares. :250,000.00| $0.50

Searching and Adding Principals in the matter

All Wizards start with the list of Principals associated with the Corporation. When using the Search box,
Search Below searches the current Principals. If the name does not appear, Search all Contacts to
search the entire Emergent database. Once it's established the contact is not in Emergent, then Create
New Contact and continue the process. All explanations below will start on the step after
selecting/creating the Principal.
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Manager - Alba Highland Tours Inc. - X

Add First Name: Last Name: | Jones| Search Be

2 Sharahokdar of Alba Highland Tours Inc.
Find = company O
from Corporate Contacts below

Name Address Relation
12500 - Share Class Comman 5000.00
. Share Class Common 100.00

Alben Sample Willamson
Alyssa Sample Stevs
Amold Sample Abe:

Share Class Class A 2500.00

2764 Sau
100 Lyall

Joseph Sample Richiz 2500 - 7456 Main Street SharaC
Marigald Sample Jones 100 Lyall Avenue, Suite 2500, Toronts. O

Pine Ridga Productions Inc. 2500 - 7456 Main Street. Toronto. ON.M_ Share Class Class A 50.00

Piobaireachd Appreciation Society Inc. 123 Main Street, Toronto, ON. M4E 1E7..  Share Class Class A 5000.00

Playtime Corp. 100 Lyall Avenue, Suite 2500, Toronts. O Share Class Class A 100.00

Selectthe contactyou wish to use from the list above and press OK or Press 'Search all Contacts ' 1o search from all Contacts in
the database.

Search all Contacts oK Cangel

Issue Shares

Select the Share Class from the dropdown. Enter the Certificate Number (if auto-numbering is not
being used), Date Issued and Number of Shares. You can enter the Aggregate Price and Price
Per Share, or let Corporate Manager ET complete the calculation of the missing item. You can continue
to issue additional shares by selecting Save and New (this will take you back to the list of Principals) or
choose Save to finish.

4, Corporate & Estate Manager - 123457120 ONTARID INC. [=]®
Sharehoicks
| M Shae sz Cosed
Bddress Commen
f:j Unedcatinsiota

This Cerbieale o | £aq

e 1041172013 =
Noof Shares 00000
LR B Aguegele Pice S0

Price per Share

Colculate Calculate Prce
Aggregate Prica Par Share
Save arnd New Save Cancel

Balance Forward

The “Balance Forward” method can be used when entering information on an existing corporation
transferring from another firm to your own firm. Rather than recreating the entire share transaction
history of the corporation, use the Share Issue Wizard to issue the final share transaction and in the
Notes section of the Wizard, enter “- Balance Forward, see Minute Book for transactions prior to (date)”

or the firm standard phrase. This can speed up data entry but will limit the available history of the
transactions.

Note: If the decision is made later to recreate the share transaction history, the Balance Forward and
any subsequent transactions must be deleted first.
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Recreating Historic Share Numbering

As set out in the Create Share Classes section, a share prefix and automatic numbering can be created.
If you are re-creating an already existing corporation and the certificate prefix changes through the
history of the share class (C-1; Com-2; C-3; Common 4) you can set the final form of certificate
numbering during the creation of the Share Class, and then uncheck the box for auto numbering in the
Capital > Share Structure tab. You can issue shares through the wizard using the historical prefix.
After recreating all the historical transactions, turn auto numbering back on. The next share
transaction will need the certificate number input manually and auto numbering will
continue from that number onward. If the prefix is changed without disabling auto numbering, you
will get a warning that the prefix doesn’t conform.

Transferring Shares

When using the Transfer Wizard, a list of all existing shareholders will be displayed, allowing for the
choice of the Shareholder initiating the Transfer. New shareholders can be added as contacts in the
usual manner.

The Transfer Form will then appear, allowing for the selection of Share Class and Transfer Date.
Specific share certificates can also be selected for transfer if more than one exists by deselecting the
tickbox.

In the Transfer To section, Click to Add a New Shareholder to add recipients of the share transfer.
If the desired Shareholder is not in the principal list, you can add the new shareholder in the usual
manner. Enter the Certificate Number (if automatic share certificate nhumbering is not set), Number
of Shares to be transferred and Aggregate Amount. Tab through the fields to activate Add a New
Shareholder to the list of Transferees until all have been added. Then click Save to complete the
transaction. Save and New will allow a transfer from the same principal, but allow the choice of a
different share class.

Note: Do not click Save until you see the Click to Add a New Shareholder available or the transfer
will not take effect.
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Transfer to Treasury

This is the only share transaction that cannot be performed through the Common Tasks/Share
Transfer wizard. Select the down arrow on the specific line for the share transaction to be returned to
treasury and select Transfer to Treasury from the list. If more than one is being returned, or if it is a
partial Transfer to Treasury, select the most recent and start the process. All will be returned in the one
step, or a residual will be automatically created.

o =

n Tupe
yyyyyy
[Class =l
[ionszms TansfeTe: [ o]
n

10/45/2013 Trans. Number

Shares - Elizabeth Audrey Blackburn
Tiansaction| MB Include | Share Class’Name | Transfered Fiom
= Tlass & Teasury

= ] Class B [Basury. [Elzabetn Audrep Blackbum
- [ Fiefeied 1easuy

¥ ‘ T = 1 CA- B Jd

* {5 Lisue [Frezsuny

Balance Forward e

B Transfer To Treasury Ceffiesic#To [ PieePerShoe [ 07
B Transfer Netes: B
@ Cancel
(2] Hide Treasury and Cancelled Transactions Used Carificate No's:[ca1 =] oK Cancel

Date Cancelled (Transferred or Redeemed): Enter the date of this Transfer to Treasury transaction.

Transfer Type: Select the type of Transfer in the dropdown. (Do not select Consolidation or Exchange
as there are specific Wizards for those processes.)

Share Conversion (Class Rename/Class Redesignation)

This Wizard is used when there is any form of change to a Share Class, whether Name, Rights and
Restrictions, or changing from one class to another. This process can also be used to close the previous
class.
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Corverson

Select the share class to be converted from the Share Class dropdown. All the shareholders of that
class will then be displayed. Select the Name or Create the New Share Class and whether the old
class should be closed. The ratio of shares to be held after the conversion can be changed such as a
“1:3" ratio. New Certificate Numbers can be entered if automatic numbering has not been activated.

NOTE: The original share class must have the Convertible column checked for this feature to be
available.

Share Exchange (S.86)

Unlike the Share Conversion, where an entire share class is changed, this is when a single shareholder is
exchanging one class of shares for another. Select the Shareholder and click OK. Choose the Share Class
to be exchanged and the New Share Class. You can then enter the number of shares being exchanged,
and the number of shares being issued in the new Share Class. This can be a partial or a full exchange.
The original share certificate will be cancelled and the new share certificates will be issued. Only one
class can be exchanged at a time.

Corporate & Estate Manager - Just Another Name Corporation = =

Shareholder =
= 8
.

Share Split

Choose the Share Class to be split and all the shareholders of that class will then be displayed. The
ratio of shares to be held after the split can be changed such as a “1:3” ratio (one share for three new
shares). New Certificate Numbers can be entered if automatic numbering has not been activated.

54



@ Corporate Manager ET User Guide

W Corporate & Estate Manager - Dogwood Productions Inc. - x

— — > P— =

Teansaction Date 26021 [w
1072672021 Exchanga 1.00] for 3.00] Sharae)

Issue Share Cerfiaesfor. [, v] | Neofs

No. of Shares sfter Spiit
Used Cartficate No. c1 ~

15.330.0000

Address Previous Hakding New Cen No New Holdings
ethS_ 2500- 100 Lyall A 10.0000 c20 30.0000
d Sa. 100 Lyall Avenue.- 5.000.0000 c21 15000 0000

C 100.0000 caz 300.0000

Ratio

Enter the Ratio of new shares for old shares, the Wizard will perform the new shareholding calculations
automatically.

Cancel or Keep Existing Certificate

You can elect to cancel all existing certificates and issue new ones in the total number for the shareholder
for that class, or keep existing certificates and issue new ones for the difference in the number of shares
now held by the shareholder. If automatic share certificate numbering is not used, also enter the new
certificate numbers.

Click Save and the Share Split will be processed. New share certificates can be issued for either the
entire new number of shares or the only the difference.

Share Consolidation

If a Shareholder has a number of share certificates in a share class and wishes to consolidate them into
one certificate, select the Shareholder and click OK. On the next screen choose the class of shares being
consolidated and the Transaction Date and click Next to automatically generate the next share
certificate number, then Save. The original share certificates will be cancelled and will show in the
transaction history as “Cancellation — Share Consolidation” and the new share certificate will be issued.

1, Corporate & Estate Manager - One by Onelne. R —c-
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Beneficial Shareholders (Significant Control)

Once shares have been issued, it may be necessary to define the Beneficial Shareholders.
used for corporate shareholders, trusts, etc.

This is mostly

Use the Beneficial Shareholder wizard to identify the
individual(s) controlling the Shareholder of Record.

Step 1 — select the Shareholder of Record in the dropdown

Step 2 - select the share transaction

Step 3 — search for the Beneficial Owner and either select from the list or create the new contact
card in the usual manner and click Add Selected. Repeat until all Beneficial Owners
have been added, then click Save & Close

The number of shares will calculate automatically based on the number of Beneficial Owners, but can be

manually overwritten if necessary.

Beneficial Shareholders
Step 1: Select & Shareholder of recard

Playiime Corp

Step 2: Select a Transaction

10.00 Common on 01/19/2013

Step 3: Search for a Contact

[rtchie

Search

Name

Joseph Sample Richie 94 Lyall Avenue, Toronto, ON, M4E 143,

Brian Sample Ritchie
Heather Sample Ritchie
Paul Sample Richie
Bizabeth Sampie Richie
George Sample Ritchic
Gregory Sample Richie
Timathy Ritchie

<

Address ~

100 Main Street, Suite: 2500, Tororto, ON

99 Main Street, Ein, ON, NOB 1T0, Canar
94 Lyall Avenue, Toronto, ON, M4E 143,
94 Lyall Avenue, Toronto, ON, M4E 1AS,
100 Main Street. Suite 2500, Toronto. ON

v
>

Add Selected

New Contact

Beneficial Shareholder

Number of Shares

T N

Notes

Delketa Benafical Sharzhokier

Save & Close

To edit or remove Beneficial Owner Transactions, open the wizard and select the transaction.

Edit Share Transactions

This feature should onNLY be used for the most basic of editing, such as to change
shareholder, dates or certificate numbers on original share issuances. THERE IS NO “ARE YOU
SURE” PROMPT IN THE COURSE OF EDITING. SAVE & CLOSE COMPLETES THE ACTION.

There are many background calculations that occur in most share transactions and editing one but not
others will affect the accuracy of the matters. If changes must be made to more complex share
transactions, delete the affected transactions and start over.

56



e Corporate Manager ET User Guide

@ Corporate & Estate Manager - 123457120 ONTARIO INC, F=1

Update Share Transactions

Step 1: Select A Principal

Dianne Emiy Smith

Elizabeth Audrey Blackbuin
123457120 ONTARIO INC,

Caneel

Select a Principal from the dropdown menu, then Step 2 — Select a Transaction, and then continue to
- Step 3 - Edit Transaction Details.

0, Corporate & Estate Manager - 123457120 ONTARIO INC. F=lit

Elizabeth Audrey Blackbum =]

Step2: Select a T

Common =]
1011203 =]
rone)[=

500.0000

0.0200
10.0000

Select Save to save your edits.

Note: The editor will only edit one transaction at a time. If you are editing transfers, splits, etc. you
must edit each individual transaction. Again, it is recommended that more complex transactions

be deleted and done over.

Cancel Share Transactions

Select the down arrow for the transaction you want to Cancel and then select Cancel. Enter the
reason for cancellation in the Notes section.

Shares - Elizabeth Audrey Blackburn
Transaction| MB Include | Share Class/Mame | Transferred From

- Class A Treasuny
- Class B Treasury
- Prefened Treasury

Issue

% [w

Balance Forward
@ Transfer To Treasury
% Transfer

@ LCancel

7| Hide Treasury and Cancelled Transactions

Do not use Cancel to correct a mistake in a share transaction. If you need to remove a Share
Issuance because of an error, delete the entire transaction using the keyboard delete method below.
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23] Share Transaction =
Transaction Type
O lsue & Cancel Hzgz’;;‘“ O Tanster
Share: [Class & |
Tignsaction Date:  [10/15/2013 Transfer Tope: | =l
(it [ et o
Redeemed]
Piincipal: [Evzabeth Audiey Blackbun
Certificats # Ch- 7 Next
From/To [Treasuy |
Quaniily T
Cetfficse # T [G&E Piice Per Share: [ 01
Notes: =
Used Certicate No's: G ] oK Cancel

Delete Share Transactions

Share transactions can be deleted if a mistake was made.

Place your mouse on the line and click to

display the arrow to the left of the transaction to highlight the row and press Delete on the keyboard.

=¥

News Cammar

Treasuy

W Common

Treasum

If there are related transactions to this transaction, such as a transfer, they too will be deleted.

Corporate Manager ET will provide information about the related transactions as confirmation.

When

Yes is selected, this transaction and most related transactions will be deleted, however review the
remaining share transactions to ensure all are deleted before redoing the transaction.

@

%3] Delete Share Transaction X

Deleting this share tiansaction will cause the following dependant ransactions to be
deleted also. Do you want to delete this iansaction?

i
Principal

d
Transactions to be Deleted:

From/To Share Mame Nurnber OF Shares|Cartifica A

[ Dogwood Productior | Elzabath 5 ample Jor| Common

[5.000.0000]|C-14

Dogwood Praductior | Elizabath Sample Jar| Common

5,000.0000)C-14

Dogwaod Praductior|Joseph 5ampile Fitc Common

[12,002.0000]|C-16

Dogwood Praductior|Joseph 5ample Fitc| Common

12,002.0000|C-16

| Dogwood Productior [Joseph 5ample Aitc| Common

27.002.0000|C-16

D ogwood Productior |Joseph Sample Ritek) Commaon [22,002.0000]|C-16
D ogwood Productior |Joseph Sample Ritek) Commaon 22,002.0000|C16
D ogwood Productior |Joseph Sample Ritek) Commaon [28.002.0000)|C-16
Dogwood Productior |Joseph Sample Ritck) Commaon 28,002.0000|C-16
Dogwood Productior |Joseph Sample Ritck) Commaon [27.002.0000]|C-16
j| Dogwond Productior| Paul S ample Ritchie | Comman (1.000.0000){C13 v
. 5]
Yes No

Directors and Officers

Note: All date fields in these Wizards prepopulate with the current date. Ensure these are changed to

the date of the transactions.

Elect a Director

To Appoint a Director, select the required Contact and choose OK or add a new contact in the usual

manner.
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B Corporans & Estats Mauger - 113457120 ONTARID NG Sl® =

Ak st Hame: Lt Mo R

aDirector of 123457120 ONTARIO INC

Finda campany.

1om Corporate Contacts beb

Selact the contact youswish 10 uses from the i sbarve and press DK or Press Seasch all Cortacts ' 1o sesich bem o
Cortacts o dalabae.

Sesch s Comscts [ Corvcel

Enter the date and choose Save

You can also choose to add this Contact as an Officer at the same time by selecting Save and Elect
Director as Officer, then choose the Office and Save.

Elect A Director

Divector

a. | Name: | Buuce ). Wapne Dale Elected 104172013 [+

Unknown Date.

ﬁ Addbess:
| Fust deecton

Save and Elect Direclor a2 Offices Save | Cancel

Resign a Director

Select the Director from the dropdown list and complete the Date Resigned, then Save to update the
changes.

. Corpont & Extoe Manager - 2341120 ONTAMIO I =
Resgn A Diector
Dieor
a. N
OunBusgred  [yareimia o
:1 Addess
Gy Fogn Dok
Gl
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Replace a Director/Global Resign

The Resign a Director feature can Resign or Replace a Director from all or any of the corporate
Matters that they are a director of, by selecting the Director, check the Globally Resign Director and
click Save.

The list of the Corporations they are a Director of will display. Select the Corporation(s) the Director is
resigning from. A New Director can replace the resigning director in the selected corporations during
the same procedure by searching for and choosing or adding as a new contact in the usual manner.
Replacement packages can also be created at the same time for each Corporation by using the
Automatically Create Documents tickbox.

Appoint an Officer

Selecting a Contact and then OK, will make your selection an Officer of the current Matter, or you can
choose a Contact from the database by entering the nhame and clicking on Search all Contacts. When
Custom Office is selected in the dropdown, a text box will appear for the custom office title and Save.

rrrrr

Resign an Officer

Select an Officer to resign and enter the Resignation Date.
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0. Comorste & Estate Manager - 121457120 ONTARID INC,

[0

Rsiqn &n Officer

Oficer

=]
evs | Diann

Dats Resigid

10167203 [

If this Officer is also a director, you can choose Save and Resign as Officer and Director.

Edit Director or Officer (Ontario)

Click in the Notes table cell and enter Edit. This is used for changes in address, etc.

Directorships - Joseph Sample Ritchie

Elected First | Consent| Unknown | Resigned | Unknown | MB Include | Prority | Term Fee Bonus Bonus Date Motes
03/01./2021 Iv v Edit b ana
* | I I r r -

Removed Director or Officer (Ontario)

After using the Director/Officer Resignation Wizard, click in the Notes table cell and enter Remove.
This is used if a director was appointed by mistake and must be removed from Ministry records. The

Removal Date is the appointed date.

Offices - Joseph Sample Ritchie

Office Held Appointed Unknown Resigned Motes Unknown | MB Include Pricrity Office Descrption
President 03/01/2021 03/21/2021 Remaove v 14 President
* C I_ C
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Chapter 4: Tabs
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Corporate Matters

This section focuses on the data entry requirements for the Corporate Manager ET. The information
required to define a corporate Matter is sorted into various Tabs, as shown in the screenshots.

Following each screenshot, you will find a summary of the type of information required for each of the
data entry tabs along with tips for data entry.

NOTE: Corporate Manager ET does not require that all, or even any, of the data entry fields be
completed. However, it is beneficial to enter as much information as possible and keep it updated so that
documents and reports reflect accurate corporate records.

Overview Tab

.'.I Byl £ durindctors | Sdminsbiation / Annosh | Wiolkilios | Dociments

Chiert Contact Pl
bl sl Adchats Fie
Emad Fie Slahus
- € -
. Fesl o Erd Coaporation 5§ lahs
ecrimmed Oifce
Adehpss Uiniacictiore L
Cliesrt.
bewinpn shairs [t Timekpepers [a [
[ [ Priasy [ T
[ b [ leest S Serwithe ¥ Recponsbis Lewes
| |Skatay Sampls Joras r (L Claek
[Sharehokders [Directoes
Hame | Chazy | # ol Shates - e | DateElected | (O Feudent
Laka's Fresst Ind _:Ia-.-..fu N’.l. | Lung—;bmﬁ.nw: _1'.'.-"31'_«.112 |
| Heattees Sample Rich [Chaes B =] | Heather Sl Fiche TZRERE 7
Husliesi 5 arvpls Rischms [Feee—— 1000 | Jixsegsh Sl Flixies 12eRm2 =3
Share Classes O ficers
Shae ClarsMame | Authonoed | Issued | Waoting Status Mame 1 Dufice Diesorphion | Disle Appoinied

| [Common Urdiatadd 11000 Yoding I |Lisa Sample Fiche Chaal Hings 11/572015
_Dhssuf- Unkimatzd | B0 Yoling Ll Diorwey Sampls Jones Treapae 12452

Clasz @ Uit 250 Moy oting Hesthesr S ampds Fins e e 12Aesanz
All Registrations Location of Comporate Records

Hame | Jumsdiction | Flansisal sie [ | Loscation | Dfce [isthe Foemavad [l ste Reharne
8N Lassdores [ cunsmn & Tiavel Uresr Arans L |Miruee Book Uir Fam 152
TRE. [Heslan Coo | BN | Share Ceriicate Wilh the Cheni | I |
| Share Ceitlcate Hiride Book
| Shas Certicate Hirude Bock. 182

The primary purpose of the Overview Tab is to provide a summary of the corporate structure and
provides navigation links using the blue headings on the various sections to the Tab containing that
information.

Corporate Contact Information can be accessed by clicking on the Company’s name, which opens the
company’s Contact Card while clicking on the Client Contact’s name will open their Contact Card.

Quick links are available for Shares and Shareholders, Directors and Officers. In addition, Registrations
and the Locations of Corporate Records are also quick linked. If there is more information than can be
seen in the table, scroll bars appear.
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Capital Tab

The Capital Tab is where the transactional based details of the entity such as Shares and Share Structure,
Officers, Directors, Members and Incorporators are available for reference. Section 85 Rollovers,
Dividends, and Bonuses are also recorded here.

Owerview By-Laws / Jurizdictions | Administration # Annuals | Workflow | Documents
Principals Principals [~ Hide Treasury and Cancelled Transactions
Find/&dd a Principal Share Transactions | Directorships Offices | Memberships
Ledgers &
Reaqisters Principal Shares - Joseph ple Ritchie
M ame Trangaction| MB Include | Share Clazs/Name | Transferred From
Share Structure | P [Jozeph Sample Ritchie - | - v Common Treasury
Playtime Carp. hd B E 3 - ]
* -
Assets
Liabilities
5. 85
Dividends
Bonus

Note: Column headings can be reordered by clicking on the heading to highlight and a second click/hold
to drag it to a preferred position. You will only have to change the column order once, as it will then
appear in this location for all Matters as your default view, even after closing and reopening Corporate
Manager ET.

Principals

Principals [™ Hide Treasury and Cancelled Transactions
Find/tdd a Principal Share Trangactions | Directorships Offices Memberships

Principal Shares - Joseph Sample Ritchie
Mame 1] Tra[ MB| Share Class/Mame | Certificats |ssued Tranzterred From Quantity MNates Price  [Pri
Alba's Finest Inc. - p | - |Common C-1 12118/2M2 | Treasury 10,000.0000| |ssue $1.000.00
Davey Sample Jones - - Comman C- 4/1/2013  |Joseph Sample [10.000.0000)| Transfer of 2,000.00 shares to Davey Sample Jones $1.000.00
Heather Sample Ritchie - - | v | Commaon C-4 47172013 |Residual 8,000.0000| Rezidual after transfer of 2,000.00 shares 0.00
loseph S an itchie - - Comman C-4 4A1/2013 | Joseph Sample [8.000.0000])| Transfer of 1,500.00 shares to Paul S ample Ritchie 0.00
Liza Sample Ritchis - —| ¥ |Common C-4 4172013 |Residual £.500.0000| Residual after transfer of 1,500.00 shares 0.00
Paul 5 ample Ritchie - *| -

¥ -

Principals are any persons, companies or other entities that hold shares, offices, directorships (or
memberships for non-profits) within a Corporate Matter.

Any number of Principals can be entered for a Corporate Matter. All Principals are viewed on the left side
and the details for that Principal’s share transactions, as well as offices or directorships, etc. are displayed
on the right side of the screen.

Director, Officer and Shareholder transactions are done through the Common Tasks Wizards.

Note: If the Share Transactions table is lengthy, use the Hide Treasury and Cancelled Transactions
tickbox to only display live Certificates.
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Ledgers & Registers
Ledgers & Registers
Directorsi | Officers Sharzholders Wating MHor-Yating Members Significant Contral Beneficial Sharshalders
Ledgers - Directors
Mame Elected
Adriane Sample Jornes Apr192018
Davey Sample Jones Oct 30 2013
Heather 5ample Jones Oct 302013
Jogzeph Sample Ritchie Oct 30 2013

Clicking through the various headings will display that information. For the complete list of current and
resigned principals, the appropriate Ledger can be generated using the Quick Pick dropdown.

Significant Control displays the Voting Shareholders, along with the percentage of control and whether
they are a registered or beneficial shareholder. Calculations are automatic based on the total number of
voting shares held by that shareholder.

Ledgers & Registers

Directors Officers Shareholders | Voting Monoting Members
Ledgers - Shareholders

Marme Type % of Contral
Jozeph Sample Ritchie Reqistered F27273%
Albert 5 ample Smypthe Regiztered 1090913
Davey Sampls Jones Reqistered 5 4545%

Alba's Finest Inc. Reqistered 3 E364%

Denize SAMPLE Michasls Beneficial B34
George Sample Smythe Beneficial 3 E364%

Beneficial Shareholders displays the Shareholder of Record, along with the Beneficial Shareholder, as
well as details of share holdings.

Ledgers & Registers
Directars Officers Sharehalders W ating M an-iating Members Significant Contral E Beneficial Shareholdersé
Ledgers - Shareholders
Shareholder of Record Beneficial Shareholders Share Holdings ating Certificate Ma
Alba's Finest Inc. Denize SAMPLE Michaels  |Class & B00.0000 ating Ca-3
Alba'z Finest Inc. George Sample Smythe Class & B00,0000 “ating Ca-3
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Share Structure

Share Structure
New Share Class [V Hide Cancelled Classes | Details | Stated Capital
Shares
Share Class/Mame Issued Class Name: Common
Cormman = 11,000.0000 ) - Authorized [ Oriied
Il R = =30.0000 Wating Status: Woting <] Amount Urfimited
Class B - 2500000 | Dividends [ =] Creaed [ onsme
B = Liquidation: - Cloged
Curnulative: | »|  Purchased for Cancellation [~
Waotes Per Share Retractable: r
Pestrictions: ~|  Transters Restricted: r
Notes/Restrictions an Transfers: Farlicipating r
Redeemable: r
Convertible: I3
Template: -
Par'alue r
Par'/alue
Amount:
+ Automatically azsign certificate
CUSIP: He v
: Prefix: -
1SIN
Save

Share Structure is used to track the share structure of the Corporate Matter.

The Issued field shows the total of actual share issuances.

This field cannot be edited.

By default, closed share classes will be removed from view. To see closed classes, uncheck the tickbox
next to Hide Closed Classes.

Should you need to edit a Share Class, eg, make it convertible, or turn automatic numbering on or off as
discussed in Recreating Historic Share Numbering, change the necessary boxes and click Save.

When issuing shares, Stated Capital tracks the amount paid for the shares by date.
returned to the Treasury, the amount paid by the Corporation is also calculated.

Stated Capital

If shares are
If an increase or

decrease in the capital of the corporation needs to be made that is unrelated to a share transaction, click
on the = and choose New to open the entry form.

Entries on particular dates can also be edited by clicking on the H.

By-Laws / Jurisdctions | Administration / Annuals | Workflow | Documents
Share Structure Wiew
New Share Class W Hide Closed Classes  Details | [ Staled Capital
Shares Stated Capital for Common Shares
Share Class/Name lssued Date [Debit [Credit [Total
¥ | Common 255,000.0000 25pi14 = |$1.500.00 [$1,500.00
Class & 5,000.0000 | 3 = | [
* | Stated Capital Entry EX
Description: ‘\
Debt [ Credit:
Crested Date:
Totak [
Hotes ‘

If applicable, you will be asked if

you wish to make a change to Capital or edit share transaction, which will open the appropriate editor.
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lm | Edit Stated Capital

Do you want to make a change to
Capital or edit a share transaction?

{7 Capitdl | Share Transaction Cancel

Creating a New Share Class

To create a New Share Class, click the New Share Class button.

Share Structure >

Actions

(& Create Mew Share Class D) (9]

Class Name: ’W

. Autharized
Woting Status: Vating +|  Amount Unrilirnited
Dividends: Discretionary +| Created
Liquidatior: Fived Dollar dmourt + | Elos=d
Curnulative: ~|  Purchased for Cancellation
Wotes Per Share: Retractable:

Fiestrictions: v Transfers Restricted

Notes/Restrictions an Transfers: Participating:

Redeemnable:

U T A .

Corwertible:

Template:
ParYalue

r
r
Par Value

Amnount:

Alutnmatlcal\_y aszign ceitificate v

#s
Prefix: Cd-

CUSIP:

1SIM: |
0K I Cancel |

Enter the name of the class and select the Voting Status from the dropdown menu. Enter the
Number of Shares Authorized and set the Created Date and any other attributes on the dropdown
menus.

Note: This is only used to add a NEw share class. If any changes are being made to an existing Share
Class, use the Conversion Wizard.

Automatic Certificate Numbering

When creating a new share class, place a checkmark next to Automatically Assign Certificate #'s
and provide a prefix for the number if necessary. Enter the EXACT prefix, including hyphen and spaces,
as this will be recreated on your share certificates. To use the auto-numbering feature without a prefix,
enter a space.

Template Share Classes

When creating a new Share Class, it can be defined as a Template. Once checked, it will be available as
a Template in the Incorporation Wizard.
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Share Structure =]
Actions
@ CresteNewShare Class (e]

Aughoized

Class Hame: [Commor( Amount Unimited
Woling Slalus: Fog =] Coelat

—
Dividends: [ =] Cessd EEED
—

Close

=] Puchased for Cancellaion [~
Relractable: r

=] Teansfers Resticted

Paticipsting

s
o Prelix 2

ISIN ’7
|
Dividends
Dividends
Class Type Amount Per Share | Aggreate Amount [ate Declared [ate Paid Accountant Letter Paid
=iz | Eligible $1.00 1/2/2003 05-apr-06 [
-

Select the Share Class and the Type of Dividend being distributed. Enter the Amount per Share or
the Aggregate Amount of the dividend. It is not necessary to enter both values. Enter the Date
Declared and Date Paid depending on the style of Dividend Resolution. The date of the Accountant
Letter can be entered here for history, and can also be entered in the Annuals section. After completing
the Dividend resolution tick the Paid checkbox. This will ensure that this dividend will not appear in
future documents.

Bonuses

Select the Type of Bonus, enter the Amount, the Date Declared and the Date Paid either using the
dropdown menus or typing in the information required. Once the Bonus Resolution has been completed,
tick the Paid checkbox. This will ensure that this Bonus will not appear in future documents.

Ledgers Bonus
Share Stiucture _Find/Add a Principal Share Transactions | Directorships | Offices | Memberships | | Management Bonus
Principal Bonus - Elizabeth Audrey Blackburn
Assets [ [Mame Incorparal Type Amaunt [Date Declared Date Paid [ Paid [Mates [ Priarity
Dianne Emily Smith | . 7 [Eonus $10,000.00 10A157201% T0/30/2013 £ I i |
o ¥ |Elizabeth Audrey ~ #] | [ | [ i | [
Liabilities ] ol

Priincipals

5.85/86

Dividends

Bonus

Assets and Liabilities

The Capital Structure Tab tracks the Assets and Liabilities of the Corporation. These are also used in a
Section 85 Rollover. See Section 85 Rollover for more information about this feature. Share transactions
are also included in this area as some S.85 can include share for shares transactions.

Select the Asset or Liability link, click the = on the first available line and choose New.
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[Eh Add an Asset/Liability X
Description: 254 2nd dvenus Salth

Type: Asset »| Group  [Eyilding -
Acquired D ate: 10/1/1999

Dizposzition Date:

Motes: 3 Tenants

Original Walue:

$756,900.00  Quantiy: |71
o |

Cancel |

Enter the Description and Type for this item. Select the Group, such as Building, Land Accounts,
Other, etc. Enter the date of the item, Quantity and Value. Add additional notes if required.

Assels [V Hide Transfered Assets

Description Created Original Y alue [uantity Frice per ltem
| A Building at n S Buildng 1041 El $ 10.00 Building h £
Class A Shares - Dianr = Shares| 10/15/2013 200.00 2250 0.0888
Class A Shares - Elizabe = Sharez| 10415/2013 200.00 2280 0.0884
Class B Shares - Diarnr = Shares|  10A15/2013 100.00 1000 0.1
Class B Shares - Elizabe = Sharez|  10A15/2013 100.00 1000 0.1
Prefened Shares - Dian = Sharez|  10M15/2013 $0.00 500 i
Preferred Shares - Eliza = Shares| 10/15/2013 $0.00 500 0
* -

Once an item has been created, it can be transferred as described in the Section 85 Rollover section.

Interests in Land in Ontario

To create and track the ownership of Land in Ontario in the Capital Tab, select the Asset link, click the
= on the first available line and choose New.

[ Edit an Asset/Liability (=58
Descriptior: 123 Main Street,
Taronto, Ontanio, M4E TWwE
Tope: m Group (I -
Aoouited D ate: Ii Accounts
cquired Uate /141999 Building
A . Business
Disposition Date: 11/24/2014 Funds
— Land
hates: Legal Description: Pt Lot 353, Flygrrsmm g
City of Taronta Other

PIN: 456 96743 3367 1891 9685 gyt

$1.597.852.00  Huantity: ,7
[ o |

Original ¥ alue:

Cancel ‘

Set the Type to Asset in the dropdown and select Ontario Land on the Group dropdown. Enter the
Property Location in the Description field and the Property Identifiers in the Notes Field.
Ctrl+Enter will create a new line in the field. Enter the Acquired Date and the Disposition date (if any).
When all information has been entered, click OK.
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Assels ™ Hide Transfered Assets
Description Group Notes Created Cancelled Guartity Guantity Transfered Price per ltem Original Yalue
123 Lyall Avenue - Ontario Land| Legal Description: Pt Lat 153, Plan 104152012 1 $1,500,000.00
150 Main Street - Ontario Land| Legal Description: asidfk asldkki E/1/1993 12/13/2012 1 $850,000.00
Clazz & Shares - Alba's = Shares 12/6/2015 500 01 $50.00

It may be useful to also link the required documents to the Matter through the Add Executed
Documents feature on the Documents Tab for convenient tracking or retrieval.

By-Laws/Jurisdiction Tab

Jurisdictions

Overview | Capital ; By-Laws / Junsdictions | Administration # Annuals | Workflow | Documents

Jurisdictions —Jyrisdictions

By-Law /

Quorum Home Jurisdiction: |Dntario j Frefened Languags: English -

Business Hame  Legislation |Euslness Corporations Act |Incmpmalinn Date j 12/27/1393
Exempt. Pravision: |pa,[ sl Date Continued ’7
Fiscal rear End: Diecember M o Frevious Juis =
‘ear End Desc: [ Type of Business: | =l

Extra Provincial . - -
Corporation No.: 753863 Type |anate J |tht J

Trademark Provincial Tag No:
BNAGST Mumber: 22337849

Professionals Activity/Industry: j |

Other

Information in this section relates to the specific jurisdiction of incorporation, continuation or
amalgamation.

The Home Jurisdiction and Legislation is normally set when adding the new file

The Incorporation Date field will hold the Incorporation, Amalgamation, Registration or Formed Date as
displayed in the dropdown. Changing the dropdown to Amalgamation Date will activate a button giving
access to further amalgamation information.

Activity Code (Ontario)

An Activity Code is now required on many of the updated forms. This number can be entered on the
Bylaws/Jurisdiction Tab, Jurisdictions link. Enter the Activity Code number in the dropdown field.
Note: Be careful entering this number as once entered it will be available to all Users in Emergent.
Typos cannot be deleted. A short explanation can be entered in the second field. The Activity Code
and Industry Code columns can be added to the Corporate File List for reference.

Activity Codes can be found at Industry codes - Canada.ca. The link is also available through the

Research button on the Toolbar.
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Jurisdictions

Home Jurizdiction: |D ntatio j Preferred Language: English -

Legisation: |Business Corporations Act |Incorpolati0n Date j 06/23/2021

Exempt. Prowision: |Part><|| Date Continued: ||—

Fiscal Year End: |AUQU3t j |'I 0 j Previoug Juris: :|v

Year End Desc: | Type of Business: |MEP j
| Corporation No.: |12344E Type: |F'rivate j |F'mfit j

Pravincial Tax Ma: |

BN/GST Mumber: |23458?8 .

Activity/Industry: 418300 j |.-’-\ir Transportatior

Research |

Import Questionnaire

Alberta Business Corporations Act

British Columbia Business Corporations Act
Canada Business Corporation Act

Canadian Intellectual Property Office
Manitoba Business Corporations Act

MNew Brunswick Business Corporations Act
MNewfoundland Corporations Act
MNorthwest Territories Business Corporations Act
Mova Scotia Business Corporations Act
Munavut Business Corporations Act
Ontaric Business Connects

Ontaric Business Corporation Act

PEl Business Corporation Act

Quebec Business Corporations Act
Saskatchewan Business Corporations Act

Yukon Business Corporations Act

Canada Ind{try Codes

(€@ ® ® ® ® € ® ® ® ® ® ®®©® @

By-Law/Quorum

This area tracks the by-laws of the corporation, Directorship details, Quorum information and section by

section details for the Articles of Incorporation.

By clicking on the buttons you can modify the

Restrictions and/or Provisions and add or modify Templates for the Restrictions and Provisions for future

use in other Matters.

By-Law { Quorum

Min Directors:

—— L
7 Dale of Agreement
USA Share

Certiicale Temns:

Max Directors:
Floating Board:
Fived Dieclors

Directors
Fired

Divectors Pawers |\

=] Agresment

- Sharsholders
Notice:
. Shareholders

Directors Notice:

Directors Decision
Decision

Ditectors Empowered [

Directors Casting
o betive

Shareholders Casting
Wole W

- Unanimous r

Agreement
Wiewdidd Restrictions on Transfers

(Section ]

i Wiew/dd Other Provisions (5 ection 5]
Wiew/dd Execution of Instruments
Viewdd Directors Quorum
Viewsdd Shareholders Quonm

View/Add Business Restiictions
[Section5)

Wiewsidd Classes and M aximum
Number of Shares [Section 6]

View/hdd H\ghls Attached to E ach
lass [Seckion 1

"
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Registrations - Business Name, PPSA, Extra Provincial and
Trademarks

Business Name

MNew FRegistration |

Business Name Registrations

Business Mame Jurigdiction Registration D ate Expiry Date Cancelled MNotes Last Renewal D ate | Reqistration Mumber
» = | Ortaria 10/15/23 10/15/2018 1235884
* =

Registrations store the information on Business Names, PPSA, Extra Provincial and Trademark
Registrations.

Note: Because renewal dates or annual reporting requirements vary from Province to Province, it is
important to use the dropdown to select the Jurisdiction. This will activate the calendar
calculations for the pertinent dates based on the Jurisdiction. Corporate Manager ET will offer to
calculate Renewal, Expiration, Anniversary and Grace Period dates.

Clicking on the New Registration button will open the dialogue box to enter the required registration
information. The process is essentially the same for all Registrations sections.

Business Names

Enter the Business Name;

Select the Jurisdiction from the dropdown;

Enter or select from the calendar the Registration Date;

Enter or select from the calendar the Last Renewal Date (for a first registration, this can be

the same as the Registration Date;

e Expiry Date can be left blank to allow for the automatic calculation of the Expiry Date based
on the Jurisdiction selected;

e Enter the Business Number in the Registration Number (this is a required field for Ontario
government documents);

e Enter the Agent Name and Contact information if known and/or required.

B Add a Business Name X

Business Mame: Caledonia Highland Tours

Jurisdiction: Ortario >

Registration Date: ~ [03/04/2021 ]
Last Renewal Date: [03/04/2021 EA
Expity Date 03/03/2026 o]

Cancelled ,7 @

Mates: ’—|

Registration Mumber: [29g573
Contact: ,—
Agent Name: l—

Matter Number: ,—
Related Activity. -

Cancel
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PPSA Registration

Select the Type from the dropdown;
Enter all pertinent information such as Reference File No, Registration No., dates, Collateral,
etc.

Click the = to start the search and selection process for the Secured Parties and Debtors

Prsa
Coterl
ection
Tt indiocit = B 3
L B iz Mot Viic
Retoerce Fioo:  [1sgnaai 195es Yoar
Ragiamation Mo E5Ea11 61991 901 1 Meke:
Secured Pates] Mocel
Caedors gt
r = w
Secin &
PrinciosiSecued
i Secion
[Caly SAMPLE derm SRR ) )
: -
™ No Fooed Diste of Matutky
“ollshesal Descnpl
Expiation Date [przrm " g
LaFiedbae [ m

Pelated Actviy: |

Extra Provincial Registrations

The Corporate Name populates automatically;

Select the Jurisdiction from the dropdown;

Enter the Registration Number;

Enter or select from the calendar the Date (this is the EXP Registration Date);

Anniversary and Grace Period Dates can be left blank to allow for the automatic calculation of
the Dates based on the Jurisdiction selected;

Enter the Last Filed date;

Enter the Agent Name and Contact information. These are required fields for Alberta
government documents.

B Add/Edit Extra Provincial Registration x
Mame: |Ea\ednnia Highlands Inc

Jurisdiction: [Manitoba =l
Fiegistration Number ,ﬁg

Date: IW E
Anriversary Date: IW E

Grace Period IW E

Last Filed: IW @

TaxID

Contact: |Alhart Sample Smith

AgentAattamey: |Sm\th t Smpthe

File: Mumber: |1 2345

Notes: 1

Date Closed: E
[

Related Activity |

Cancel
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Trademark

Enter the Name or Description in Trademark Description;

If there is a graphic, navigate to and select from the Network location;

Enter or select from the calendar the Registration Date

Enter the Registration (Serial) Number;

Select the Jurisdiction from the dropdown;

The Expiration Date can be left blank to allow for the automatic calculation of the Dates
based on the Jurisdiction selected;

e Enter or select from the calendar the Last Filed Date (for a first registration, this can be the
same as the Registration Date;

Add a Trademark X

Trademark Description:  [FPPPRIRT

Trademark Graphic:

Registration Date: W %
Serial Number: ‘2435575534

Ewpiration Date: W %
Trademark Jurisdiction ‘Canada j
Notes:

Last Filed: [— E

Related Activity: j

There is, however a slight difference in the display of the Trademark information. If a description of the
trademark AND a link to a graphic is created, then the Trademark grid will display the “description” as a
link. Click on the link to open the graphic file.

Trademark

Mew Fegistration

Trademark Registrations
Trademark Graphic | Redgistration Date Serial Mumber Expiration Date | Last Filed Country MNotes Related Activity
Heelan Coo 810/2Mm5 160724800409 — 2/10/2020 8/10/2015 Canada TH Renewal - Canat
* -
Professionals
Professionals
7 Professional -8
et
- [Narme _[Fegistiation Number [Is Member curent?
T Menber | Doserpional | Edl| = I
*] | |
K —

Deseription of Practice:

Dete Registered: =
Aesigred | Number [

Renewal Date: =
Last Filed Date =

™ Has Goverring Body besn notfied of ol Corporats Changes?

Date Canceled: =

Notes

Related Actiiy; ~
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This section tracks the registrations required to maintain a Professional Corporation.

To add a new Member select the =l under the Name column and choose Add. Multiple members and
their Governing Body Registration number can be entered here. Renewal dates should also be entered
here to add the necessary Reminder Tasks.

Other

If there is a type of Registration that does now follow the standard registrations as set out, it can be
added here. Types can be added to the dropdown if required.

Add Other Registration

X
Toee || el
Date: l— @
Renewal Date: l— @

Moles:

Last Filed: l— @

Fielated Activity | j
Cancel

Related Activities and Tasks

After all information has been entered in a Registration, Corporate Manager ET will offer to create an
Activity to be assigned if you click Yes and an activity form is generated. This also begins the process of
creating a Reminder Task.

” Activity @
& save and Close & Cut Copy BB Paste
Corparate & Estate Manager B3 Transaction Type  [TM Renewal - Canada ~| Souss: [
Matter #: | FEile #: | LClient #: ‘ Status: j
Mo activity has been assigned to this registration. Would you like to creste one?
Client Contact Joseph Sample Ritchie ~| Responsible Law Clerk[Shifey S ample.Jones =
o Rsponshle Lo [ Sarpie Sy <] Specal s | 3

NOTE: It is important to use the dropdown to select the Jurisdiction to activate the calendars. Corporate
Manager ET will offer to calculate Expiration, Anniversary and Grace Period dates with the following
message:

Carparate & Estate Manager =2

'0' Do you want to caleulats the exping date?

Yes Mo

If you respond Yes, Corporate Manager ET calculates the renewal date and will also ask if you would like
to create a Reminder Task for that date. For example, renewal of Business Names in Ontario must occur
every 5 years. If a user enters a registration date of 01/Jan/2020 for a business name in Ontario,
Corporate Manager ET will calculate the Expiration date as 01/Jan/2025. As the Renewal field is updated
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with the new registration date, Corporate Manager ET will update the Expiry date field with the new
expiration date.

< Task ==
[ Save and Close % Cut EmCopy B Paste

Task |

Subiect:

& thi co 1] 3 il Stion.
Due Date [10n5/2018  Steus [Notstated | Assigned To -
Date Assigned: — [1045/2013  Brioriy: [High | Instructing Lawer

Action: ‘

Corporation Name: (123457120 ONTARID INC. [~ Add follow up task.

See the Workflow Section for further information on Tasks.

Renewing Registrations

When the time comes to renew a registration, do not click on New Registration, but rather, click on the
edit button. This will reopen the registration information form. For the purpose of explanation, we will
show the Business Names Registration form.

Business Mame: |Ca\edoma Taurizrn & Travel

|E|ntano ﬂ
Registration Date: ,W @
Last Renewal Date: ,W ﬂ
Expiry Date: ’W @
Canceled: ,— ﬂ

Do not change the original Registration Date. The Last Registration Date will now become the new
Registration Date, most likely the original Expiry Date — in this case 7/22/2020. Clear the original Expiry
Date and the program will again offer to calculate the new expiry date and set reminders when ok is
clicked.

Jurisdiction:

Administration/Annuals Tab

Overview | Capital | By-Laws / Jurisdictions  Administration / &nnuals | workflow | Documents

Administration Administration

Intemal Staff  Corporation: [CaedoniaHighiands Ine. Dates:

Timekeepers] Aetnia Righands ne Group
FrenchMame: [ Opened 3/5/2015 *]

Client Contact

ient Contact o\ e = Closed [

Accountant 7 Fieference: Corparate Matter HE'?EE"'E:‘:

Auditor Office: | bichived [T

Banks ChentNumber — [ggs75 Updated:  [7/23/2015:
Matter Number; ’3—

R— Closed File I

Keeper File Number 18432 Mumber:
5 . File Status: [Open =]

torage Box

ﬁnr!ufa!: £ Status Reason:

chivities
Minute Book: 182
Seak 152 Biling Typs: [Linimied Liabilty Company &1
Shase Centicale(s), Many. Click for detals Save Documents to: [ Jsers'jrumer EMERGENT . AET Exp
Entered By, EMERGENT TECH tumer
Editsd By EMERGEMTTE CHYjtumer Matter ID: 46

[ Template
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Administration

Most of the fields in this section relate to numbers for Client, Matter and File (these can generally be
obtained through your accounting system), or date fields with respect to the life cycle of the Matter, and
File Status fields.

The key data entry fields on this tab are:

Corporation This is a Contact field. The Company Name is entered here.

Reference Use of this field can be decided as needed. If this matter is to be a Template for
adding new files, the Template name can be entered in this field. This is a
searchable field in the Corporate List view.

Status This drop-down menu is used for specifying the Matter Status, such as Sole
Proprietor, Active, Dissolved, etc. This is entirely for internal purposes and is
effective for sorting information in Lists.

Group To create a Group, type the name and confirm when prompted. To associate a
Corporation with a Group, start to type the group name and select from the
dropdown. The Group List can be accessed from View>Corporate>Corporate Group

Office If the firm has multiple office locations, select the Office in the dropdown to show
where the file is located.

Minute Book This can be your internal numbering system for keeping track of the location of the
minute book. The number can be set using the Incorporation Wizard or the Add
Corporate Records. If there are multiple office locations, it can be specified, such as
TOR-157, as being located in Toronto, box #157.

File Status It is this dropdown menu that populates the Matters List, which filters Matters by
Open, Closed, Pending, etc. It is very important to keep this File Status current for
proper information processing and sorting.

Closed File |
MHumber:

Eile Status: ﬂ

Statuz Reason:

Biling Type:

Closing Matters/ Viewing Closed Matters

As time progresses, certain Corporate Matters will become inactive, whether by Dissolution or the client
taking his files elsewhere. Although you have the option of deleting Matters, you may still want to
reference them from time to time.

It is recommended that you flag these Inactive Matters as Closed. This way you can still reference them if
required, but they will not clutter up your Lists of Open Matters.

To close a corporate Matter, simply open the Matter and select Closed from the File Status dropdown
list on the Administration Tab. This will also stop the Emergent billing process for this particular Matter.
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You also have the option of entering a Closed Date and a Closed File Number if your department requires

this information.

& Comporate - 123457120 ONTARIO INC.
B Saveand Close (0 CopyMatter  § Refresh @) Create Document ‘@ Create Report  Common Tasks, v Add a Task @@ New Phone Call
Overview | Waorkflow | Documents | Captal | By-Laws /Jusisdiclions - Administiaion / Annuals

o0 Administration

123457120 ONTARIO INC. Dates:

E— Qpened [0 %
" St S Cosed  [1071672013
Accountant , Beference: [General Incorporation Matter FeDoeed
Auditor Qe Cr— Achived [
Banks CleotNumper:  [i258885 Updated  [10716/2013
Matter Number. [37
FleNumber  [agiser
Storage Bo
Boxtt —
Open
Pendng
Entered By: b Biling Type: Pendng Amaigamation _J
Wheedogou [
Edted By I wantto save =l
documents?
™ Iemplate

Saving Documents to Client Sub-Directory Location

Documents that are created by Corporate Manager ET can be saved automatically into the client sub-
directory. To set this location on the Administration Tab click the button and navigate to the sub-

directory.

It's a good idea to create an “Emergent Drafts” sub-folder for the generated documents.

Thereafter, the document can be acessed either through Corporate Manager ET or by navigating directly
to the client sub-directory folder.

Save Documents to: | .\ _| J

Internal Staff/Timekeepers

n Save and Close

Overview  Workflow | Documents | Capital | By-Laws / Jutisdictions  Administration / Annuals

¢ Refresh ') Create Document ' Create Report Common Tasks, + Add a Task @ New Phone Call

Administiation Internal Staff (Timekeepers)
|ll|l'l[h£f:lx|” Timekeepers
y |-HEmEREEReTsh 1 Narme: | Primary | Type/Relationship [ File Out FiieIn
Clisnt Cantact ames Ackerman | | Responsible Lawyer 1
. ames Ackeman | T |Biling Lawyer ] [
— % r
Accountant /
Auditor
Banks
Recoids
Keeper
Annuals ¢
Activities

The purpose of Timekeeper is to enter the Contacts that are responsible for the corporate Matter within

the firm.

This includes Lawyers, Law Clerks, Assistants, Billing Lawyers, Originating Lawyers, etc.

added specific to your firm depending on document requirements.

Roles may be
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NOTE: It is important that at least one Timekeeper be entered on each corporate Matter and set to
Primary using the tickbox. The tickbox is used to populate the signature blocks of outgoing
correspondence, as well as for filtering in Lists.

Client Contact, Accountant/Auditor, Banks and Records
Keeper

n Save and Close ! Refresh é Create Document 'l Create Report Common Tasks . v AddaTask % New Phone Call

Overview | Workflow | Documents | Capital | By-Laws / Jurisdictions Administration / Annuals

Administration Client Contact
Internal Staff | Client Contact
(Tipekrengis] Name |F1P1'gy| Notes
(PSP WY [Chiales Joseph Brown | M
£ ]

Accountant /
Auditor

Banks

Records
Keeper

Annuals /
Activities

These are contacts that play a role in the corporation, but are not necessarily principals. This includes
Client Contacts (who may or may not be Principals within the company), Banks, Accountants or Auditors
and Records Keeper. Contacts in these sections are added in the usual manner.

NOTE: It is important that at least one Client Contact be entered for the corporation. If there are
multiple Contacts, one of these Contacts must be ticked as the Primary Contact. This is the person to
whom correspondence will be addressed.

Annuals/Activities

Annuals [ Activities y——
Document Preparation: W Last Annual Meeting: l— =
Exempt fram Audit v Lagst Annuals Filed: 81072021 FE
Notjce of Change: W Accountant Letter: l— ]
Initial Feture: W Mext Annuals Due Date: IW ]
Last Ann. Mtg Re: Anrwal Filing Fee: l—
Incorporation Date: 3420 [v Hide Closed Activities

The Annuals Section records the information necessary to create Annual Documents. The most recent
Accountants Letter date can also be recorded. In jurisdictions where yearly reporting to government is
not required, many law firms use the Last Annuals Filed date to represent the date the annual
resolutions were prepared or filed in the minute book.

Last Annuals Filed Use this field to record the last date the Annual documents were
completed and filed. Depending on Jurisdiction this will be based on
Incorporation Date or Fiscal Year End. This column can be added to the
Corporate File List and used to filter for due dates.
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Next Annuals Due Date

Notice of Change and
Initial Return

Exempt from Audit

Last Annual Meeting Re
Last Annual Meeting
Annual Filing Fee

Document Preparation

View Dates Button

Activities

Date the next Annual documents must be filed. Depending on
Jurisdiction this will be based on Incorporation Date or Fiscal Year End.
This column can be added to the Corporate File List and used to filter for
due dates. When the date is altered, Corporate Manager ET offers to
create a Reminder Task.

Date Initial Return or Notice of Change Forms were sent to the
respective Ministry or done by online filing (if available) are recorded
here. The dates in these fields control the director and officer changes
for the next Notice of Change to be filed.

When the Exempt from Audit checkbox is checked, then the
corporation is exempt from audit and the corporation has Accountants,
or if the Exempt from Audit checkbox is not checked, then the
corporation has Auditors. The appropriate resolutions are generated for
the organizational documents and subsequent Annuals. The appropriate
Exempt from Audit provisions under the Act the company was
incorporated under are also automatically recorded.

Enter the subject of the last annual meeting.
Enter the date of the last annual meeting.
Can be recorded as reference.

Dropdown can be used to indicate whether to contact lawyer prior to
commencing work, or other information.

Dates and reasons for Articles of Amendment can be entered here.

Events in the management of a corporation can be processed through Activities.

From file creation to

annuals production or Business Name Registrations, each activity can be tracked by activity type, clerk or

any other item in the Activities List.

Add an Activity

Activities are added while creating Registrations, or can be added by selecting the dropdown menu under

the Transaction Type column.
selection from the dropdown menu.

Activities can be edited or removed from this list depending on the

nnuals / Activities

0715720
071572,
[lanszon g

Type |Clert Humber

[ FleHusbs | Malter Number | ‘Cheni Conltac
B

| Respansbie Law Clerk_|Fi [Souce.

| 103455
a0 = 1026825

Hew Activity

95642 H

Elizabelh Avuckey Blockbun Bruce . Wayne

e Corporation
Eiuce J Wapne BN Regotialion ot
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Activity Types can be edited or removed from this list by Tools > Options > Data Maintenance >
Corporate > Activity Transaction Type.

Creating and Using Groups

Group
b | Celtic Connections |
*

Groups can be created to track related matters, such as parent and subsidiaries, or all Matters connected
to the same Client.

For example, let's assume you have five individual Corporation Matters within the program. You want to
link all of these Matters because all five corporations are subsidiaries of a corporation called Celtic
Connections Inc.

In this case you would create a group called Celtic Connections. To do this, simply type in the name of
the group you want to add. If the group does not already exist, Corporate Manager ET will add it as a
new group.

Now open each of the five individual corporate Matters and add this group to them by typing Celtic. in
the Group field and selecting it from the dropdown menu.

To see the Groups a Corporation is associated with, open the Group List through View > Corporate >
Groups and filter using the group field to create a listing of those corporate Matters contained within the
desired group.

E | View | Search Tools Window Help

M Coporate P | @ Accountant

& EstatePlanning  » |"M Activities

H Probate » (3 Bank

Contacts 33 Business Name Registration
Addresses @@ Client Contact

LB Matters & Corporate Files

3 Tasks/Reminders 3 Corporate Former Name

Corporate Group

456 Canada Inc.

3 Cormarate Mot

ﬁ Corporate - Corporate Group List

Groups M ! Refresh %$ Sort ZAJ, Sort V{? Advanced Search
Group Corparation M ame
Training 123456 Manitoba Inc.
Celtic Cornections 123456 Maritoba Inc.
Celtic Connections Alba's Finest Confections Corp,
Training Alba's Finest Confections Corp,
Training Birchcliffe Ltd.
Celtic Cormections Birchcliffe Ltd.
Celtic Connections Caledonia Highlands Ine.
Training Caledonia Highlands Inc.

NOTE: A Corporation can be assigned to many groups.
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Workflow Tab

Tasks and events are recorded here. If used to its full potential, the result is Tasks, Client Instructions
and Location of Corporate Records/Items are held in a single location for the Matter.

Documents Out for Signing

Corporate Manager ET can track documents sent to client for signing, confirmation when the signed
document has been returned and can create a follow up letter.

Documents -
Out For Documents Out For Signing & Follow Up Tasks

Signing &
Eollow Up Create follow up lether |
Tasks
. Documents Out For Signing & Follow-up Tasks
Location of -
C i Completed Subject
Becords r Obtain signed Organization Letter from Elizabeth Audrey Blackburn

Obtain sighed 5hareholders Resolution - Organization from Elizabeth Audrey Blackburn

Phone Log

Obtain signed By Law Mumber 1 from Elizabeth sudrey Blackbum

el Obtain signed By Law Mumber 2 from Elizabeth sudrey Blackbum
mail

Obtain signed Directors Resolution - Organization from Elizabeth Audrey Blackburn
Tasks

Obtain signed Shares - Form of Share Certificate from Elizabeth Audrey Blackburn

Motes

nyoja|jo|o|n

Obtain signed 5 pecimen Share Certificate from Elizabeth Audrey Blackburn

The follow-up task for documents sent for signing must be turned on to automatically track the
document. Select Create Document and Options. Place a checkmark next to Add Follow Up Task.
When this option is checked, all documents created will be tracked for follow up by adding a task to the
Corporate Workflow Tab.

Dacument Options ]
Dptions } File Locations
After Creating Document:
I~ Eave
I~ Print
Copies: ’_1
I Close
[ Meke Defautt I Losd Defauls
I~ BDFinlE
[ Add follow up task [ &lays meige inlo PDF,
if form is available
About.. Cancel

To turn this feature off, remove the checkmark from Add Follow Up Task.

Once the signed document has been received, use the Completed tickbox to this will remove the item
from the list and the accompanying task will be set to completed.

For documents that have not been returned, Create A Follow Up Letter to remind your client of the
outstanding documents. Documents that have been checked as returned will not be included in the
follow up letter.
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When a document is generated by the Wizard, it also creates a Task. The due date

= ETfollowup000005. doc - Microsoft Word

i Fle Edt Mew [nset Fomat Tools Table Window Help Type a question for help v
P S 3 B F 9 -G8 GRead [ TmesNewRaman =12 < B Z U | S
i [ Mew | [l Save To Emergent fi] Save To Windup | % LockiUnlock | 5 Publish for Cliert 8 Refresh | =5 Import Clause
=
[ g T e S PO Ceaen s Eocoooa 3
z Frank Miller
: 22 Toleda Drive
B Halifax, NS V3F 3L2
- Dear Frank Miller
- RE:  Documents to be signed for Godira Chocolstes
™ O secords indicate that the following document has not been retumed ta our office
- 1. Anmudls Package sent to you on May 8, 2007
B Kindly atrange to have this document signed and returned to our office for inclusion in the
- Misute Book
- v
- Please contact the undersigned should you need additional copies of this dacument. .
e
: Sncerely, .
=o@:zwg >
Page | Sec 1 i A2 IS ol OF

of the Task is two

months after the document has been sent to your client. To change the due date, edit the Task and
insert the new due date.

Tasks
Add a Task
Person Assigned Subject D ate Agsigned Due Date Statusz PFriority
| Dbtain signed Organization Letter from Elizabeth A 10/1142013( 12410/2013 | Mot started High
| Dbtain sighed Shareholders Resolution - Organizal 10/11420013| 12410/2003 | Mot started High
|3 e = Mumber 1 from E lizabeth A1 10/11/2013| 1241072013 | Nat started High
| HewTask w Murnber 2 from Elizabeth A 1041142013 1211023 | Mot started High
1Y% Edi tors Resolution - Organization | 10/1122013( 1210/2013 |Not started High
El x Remove g¢ - Form of Share Certificate fr 10/1142013| 12410/2013 | Mot started High
Gl imen Share Certificate from Eli: 10/1142013( 12410/2013 | Mot started High
1C Campleted ent ta Act ag Director - Acknoe 10/11420013| 12410/2003 | Mot started High
ITIEE s Vbedok nn CFfimeeCAl LLE 0AT 01 AT E Nk ok asbed LiiaL.

This Task will also appear on the Reminder Report and the Task List that this document must be returned

by the client.

Location of Corporate Records

Corporate Records are tracked by Item, Location and, for firms with multiple offices, the Office where the
record is kept. To Add a Corporate Record, select the Add Corporate Records button.

Note: This option of adding a Corporate Record will also be available when issuing a share certificate.

# Add/Edit Corporate Records - u] X
Item: [Seal |
Location: [BurFim =]
Office [Toronto |
Deseription: |2 Volumes
Humber TOR BEE

Date Removed

&
=

|
Removed Bz |
|

Date Retuned:

Hotes: |

I Don't Show This Form Next Time

=

Cancel
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Company Key (Ontario)

On the Workflow Tab/Location of Corporate Records and click the Add Corporate Record
button. Select Company Key in the Item dropdown. Enter the Company Key Number in the Number
Suffix field.

Item:

g Add/Edit Corporate Records

1
m]
>

Location,

L L Lo

|
Office: |
Description: |

Humber.

. |123456763 Mext Number

Date Removed |

I

B

Remaved By |

Date Retumed: |

&

Motes:

New Values for Item and Location can be added through Tools > Data Maintenance > Corporate.
For Multiple offices, Offices can be added in Office/Municipality/Region under Matter.

Items can be added to the Corporate Records by selecting the Add Corporate Records button. They
can be edited or deleted by selecting the option from the = in the Item Column.

Location of Corporate Records

Add Corporate Record
Location of Corporate Records
Item Location Office Desciiption Mumber Date Removed Removed By Date Retumed | Motes
Share Certificate | Our Firm Calgany Share Certificate #:1
Share Certificate | Our Firm Calgary Share Certificate #:2
Minute Book | Our Firm Calgany

inute Book Calgary

Share Certificate

Share Certificate #:

Calgary

Share Certificate #:

wr
icale]
= it

When adding the Minute Book, Corporate Manager ET can automatically generate the next available
number for that Minute Book. This is can be your internal number for tracking or the minute book box

number.
Documents
Out For Phone Log
Signing &
Follow Up %30 a Phone Lol
e . PO aPhone LTS ]
Phone Tog
:.m.,m.n_nr Date Subject [ Start [ Length [ Caller
et 1071572013 7= Discussion of year e 11:13AM 00:03.05 bob
Phone Log
Em.
Tasks
Notes
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Track all phone calls associated with this Matter, including the date, start time and duration of the call, as
well as details of the discussion. The Add a Phone Call button will begin the timer. Press Save when
the call finishes and update the subject and details. Press OK to save the information to the log.

Remove or edit a phone call by selecting the = beside the date.

Email

Documents ]
Out For Email
Signing &

Follow Up

Tasks

3 B . Email
c‘;:a‘:"‘:l': \ Date Received \ Subject \ From | Ta |

Records *] | | | |

Phone Log

Tasks

Hotes

If Outlook Integration is enabled, Corporate Manager ET stores emails to/from your client under their
appropriate Matter, making it easier to see all communication to/from your client regarding that Matter.
Even historical emails that were removed from your mailbox will continue to be available.

Tasks

Tasks can be created and assigned to users, and will populate the Reminder Reports and the
Tasks/Reminders List. Similar to Follow-up Tasks, these can also be created automatically with document
creation, or created separately.

Tasks
Add aTask
Petson Assigned Subject [ Status _[Action [ Instructing Lawyer | Date Assigned Due Date | Prioity [N

] | Obtain signed Form 06 - Nolice of Change of Direr| Completed | 08/09/2017| 0771172017 | High
L] | Obtain signed HD Rieporting Letter Completed | | 15/09/2017 14/1172017 | High |
] | Obtain signed S Accountant Letter Completed_| | 031172017 02/01/2018 | High |
] | Obtain signed SA Accountant Letter Completed | 03/11/2017] 02/01/2018 | High
i | Obtain signed 54 Accountant Letter Completed 03/11/2017| 02/01/2018 | High
[ ] | Obtain signed 54 Accountant Letter Completed | 03/11/2017] 02/01/2018 | High
| _=|Obtain signed Incorporation Report [Formal) Completed | | 0771172017 06/01/2018 | High |
] | Obtain signed By Law Murber 1 (Foimal) | Completed | 07/11/2017| 06/01/2018 | High
L] _=| Obtain signed By Law Number 2 (Fomal) Completed 07/11/2017| 06/01/2018 | High
] | Obtain signed Complete Package - Organization (F Not started | [ | 071172017 06/01/2018 | High |
] | Obtain signed Specimen Shase Cettiicate [Formsl) Not staited 0771172017 06/01/2018 | High

~| Obtain sioned Share Certiicate [Foimal) Not started 07/11/2017. 06/01/2018 | High

To add a new task, click on the Add a Task button and enter the necessary information, such as Due
Date and Priority. Tasks can be assigned to a particular person by using the Assigned To dropdown,
and if necessary, clicking the Action link will display the Create Document form so that the required
document can be selected. If the Add Follow Up Task tickbox is selected, the task will appear on the
Follow-Up section of the Workflow tab.
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w/ Task
L n Save and Close r}(: Cut gopy @ Paste
ﬂ Task ] i
M Subject: |F|epurling Letter and Account E
f i
]f Due Date: [05/03/2020  Status: [Notstated v | Assigned To | Cathy S ample Ritchie ~| @
] , ;
j Date Assigned: |05/D2f2020 Priority: |High ﬂ Instructing Lawyer: | :
]f Action: |Heporling Letter E
-

f Iestator Name: |Allsnn Sample McGillicuddy Iv Add follow up task i

Fees: $750

Disbursements as recorded

Notes

Documents N u‘tes
ut For
ianing

Follow-up

Tasks

Notes

Souce Dale By |Popup| Include on CIS
[m]

5 | Note [ [
% ¥ |[al Valing Hights: 1 he Poldets of the Lommen Shares shall | Shate Stuctute | 6/25/2007 |53 |
Focords | | | | [ O] O

Phone Log

Emails

Tasks

Motes

The Notes Tab allows users to enter special notes relating to the corporation. Simply click on the next
blank line and start typing the information to be contained in your Note. Check the Include on CIS
checkbox if you want a particular note to print on the Corporate Information Sheet.

If you want to call attention to a specific note, check the Popup box. Once checked, this note will pop up
like a yellow “sticky note” each time the file is opened until this box is unchecked. You can change the
colour of your notes by clicking on the push pin and selecting Background Colour. There is no limit on
the length or number of notes that can be created.

+,) I
Corporate information
iz currently being
Updated. Please
contact Karen for
current information
about thiz carporation
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Documents Tab

Chanaesto. All Documents Chronologically
Cororate Stucture

Document [ eBookTab | Delais Cresled By [ Cresled | Enacted/Fied] Cencelled/Repesled] eBook Gioup: |
Coiporale Information Sheet T bob 107167201 T
| 1 i bob 10/15/201:| | | 1
ON Form 1 - Aricles of [ncorporalion Alcles & Amendmer =/ bob 107117201 1071172013 Arlickes & Amendmer
Shate Certiicate Seies 1 (ALL] I | bob 10177201 I
Diectors Resolion - ssue S haresiALL o bob 10117201 |
Shate Subseriplion[ALL T bob 10711/201,
Consent to Act a¢ Qfficer(ALL Eibob 10A11/7201
Consen to Act a5 Disector - =/ bob 107117201
[_|Specimen Shate Certiicate | | i bob 107717200
Shates - Foim of Share Cerificate =i bob 107117201

The Documents Tab displays the link to any document related to the Matter and makes it immediately
available to all Users of Corporate Manager ET. Thereafter, the document can be acessed either through
Corporate Manager ET or by navigating to the client sub-directory. The display defaults to All
Documents Chronologically.

Add a Document Link

The Add Executed Document button will launch the form to collect information needed to link Word,
Excel, or PDF documents to the Documents Tab.

¢ Add Document *®
Corparation Mame: ‘Ealeduma Highlands Ine.
Description: Auticles of Incorporation

Document Location: ‘E:\Usels\Jean\Desktap\SampIeDocs\l J

Created By, ‘

Created Date: ‘1 14842021

Enacted/Filed Date: ‘3;1 042021

Cancelled/Repealed:

Dietails: |
WME Link: ‘
eBook Tab: ‘Allicles % Amendments j
B ook Group: [futicles =l
Falder ‘In the Minute Book j

Scan and save the document to the sub-directory in the usual manner;

On the Documents Tab click on Add Document and fill out the required information, such as
description, date and any details;

Lastly, identify the Minute Book tab and group that the document is related to;
Click ok to finish.

The document will now be available for viewing by anyone with access to Corporate Manager ET or the
Legal Kiosk™m(v2),
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Deleting a Document Link

If a document needs deleted from the Document Tab, simply click on =l and choose Delete. Click on
Yes to delete the hyperlink to the document. The next prompt will give the option of deleting the
document file itself. ONLY CHOOSE YES TO THIS PROMPT IF YOU WANT THE DOCUMENT DELETED
FROM YOUR SYSTEM COMPLETELY.

NOTE: Choosing to delete the document file will completely remove the file. It will not go to

a recycle bin. If the document is deleted in error, your IT department will have to try to
recover it.

Corporate & Estate Manager 2

i - | There is a hyperink to document:

Corporate & Estate Manager 3 T Vet-demno\Ernergent\DocurmentsyCorporatel000TALC M Specimen
Share Certificate000000.doc

-0; Are you sure you want to delete this docurment link? Do you want to delete this docurment file?
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Chapter 5: Amalgamation,
Partnership, Section 85
Rollover
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Amalgamation Wizard

The Amalgamation Wizard is used to combine two or more corporations (“PreCo”). This 7-step process
gathers the necessary information for the new Company (“"NewCo"). If the Amalgamation Wizard was
started accidentally, cancel at this point and a new file will not be created.

Always start the process by selecting Add New File > Corporate > Amalgamation Wizard and ok.
This protects the history of the amalcos, including previously amalgamated corporate information.

File View Search Tools Window Help

1 Add New File anta(ts ¥ Corporate Files

[ Open Last File Search:

3 Add 2 Mew File
, M7= Corporate
Open C Amalgamation Wizard
+ |- Corporation Assistant for:
(Eornoiat + |- Partnership Wizard for:
E Admin .

It may be necessary to Save & Close the Wizard during the Amalgamation process. In that case, the
Draft NewCo will be found in the Corporate File list while the pre-amalgamation corporations will be
available under Pending Amalgamations. To recommence the process, open any of the PreCos and use
Common Tasks.

, Corporate - Corporate File List

 Closed Corporate Files
Draft Corporate Files
Pending Amalgamations

Step 1 of the Wizard, search for the PreCos and select until all are added to the list.

Date of Amalgamation: | (none) [»] 900am ~ Document D ate: [none)
[ Unknown
Please search and select the Companies you wish to amalgamate:
preamal °
Matching Contacts
Name Address
Playtime Predmalco Inc. 175 Main Street, Suite 1375, Toonto, OM, M4E
Caledonia Highlands PreAmalco + 175 Main Street, Suite 1375, Toronto, ON, M4E
Sl

Once all the PreCos have been selected, further entries, such as:

1. Date of Amalgamation;
2. Select the corporate structure being used;
3. If a new name is being used, the name and NUANS information;
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4. Type of amalgamation — Short or Long, Horizontal or Vertical

) Bmalgamation Wizard

Amalgamation Wizard (Step 1 of 7)

=5 %
@mergen

Date of Amalgamatior; | (ONe)

[+] %00am ~

Please search and select the Companies you wish to amalgamate:

[ Unknawn

Document Date: [none) ITI

preamal Search ]
< Matter Use Registered Use Capital
Name File # # Use Name e Shuchue Use ByLaws
Caledonia Highla... | 98567 |1 El [&] v ] | B @
Plagtime PreAmal... | 46851 2 ] A [a] B

<

Hame:
Home Jurisdiction: Ontario
Legislation: Buginess

1 you don't want to use the same name as one of the Coporations above, please enter the new name here:

Caledonia Highlands Mewco. Inc.

Corparations Act

[] Form Numbered Company
-

Language: English

Type of Amalgamation

@ Short form ~ Long Form
Name Reservation #: 123
- -
Reservation Date: 2ns2mz E @ Horizontal Vertical
{ Next > ] { Save and Exit Cancel

Note: The remaining steps will use the information in the Matter selected for Capital Structure

in Step 1.
Step 2 enter the following information:

1.

Registered Office Address. If there are no changes to the Registered Office, bO NOT make any

changes to the information. If the firm is remaining as the Registered Office, DO NOT select the
Use Firm Address tickbox- this will “break” the RO association.

wnN

The Fiscal Year End.

The Client, File and Matter numbers as assigned by accounting;

1 Amalgamation Wizard =8 =R~
Amalgamation Wizard (Step 2 of 7) @m erg e nf
Use Firm Address
Registered Office Address
Stieet No.: 175 ﬁ:?:el» Main Street
Suite No.: Address | gy 1375
Line 2
P.0. Box:
City: Toronto
Postal Code: M4E 1W9 Province:  Ontario v
Business Phone | (416) 5555555 Countiy:  Canada -
FaxNo.: (416) 555-5556 ( Seaich Existing Addresses l
Client #: 1958
Matter #: 1 =
File #: 5985
Biling Type: v
Fiscal Year End: August > v El
[ <Back ][ New> |[  SaveandEst | [ Cancel
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Step 3 select the Director and Officers for the Newco using the tickboxes. New principals can be added
by searching in the usual manner. Office types can be changed on the dropdowns.

) Brnalgarmation Wizard (=8 EcE |
smaigamaton Wizar (5125 317 @mergent
Please select the Officers and Directors which wil form the Amalgamated compary:
Directors
First Name: | Last Name: Search/Add
i Name Keep as Director  Predecessor Co, e
3 2 Jo.. 0 Caledonia Highlands
Heather Sample B Caledonia Highlands
Jossph Sample Ft [ Caledonia Highlands
Davey Sample Jo. [&] Playtime PreAmalca |
\ Joseph Sample R =) Playtime Pre&maleo | -
8 | Officers
\ First Narme: Last Name: Search/Add
& Name Keep as Officer _ Predecessor Carp Position -
[ 0-ve Sample Jo. [&] Caledonia Highlands P... | Treasurer -
Heather Sample [ Caledonia Highlands P... |Secretary -
Joseph Sanple Ft [&] Caledonia Highlands P-.. |Presidert -
Lisa Sample Jones [&] Caledonia Highlands P-.. | Custom Dffice -
] Plaptime Prefmaloo Inc. | Secretay =~

<Back | [ Mew> || SaveandExt | [ Cancel

H Davey Sample Jo..

Step 4 is related to the share structure of the Newco. The available share classes are determined in
Step 1 by selecting the capital structure to be used. This also dictates the shareholders appearing on the
Share Transactions table.

Share Classes can be added, edited or removed in a Long Form Amalgamation, but no changes to
share structure can be made in a Short Form Amalgamation.

Shares can be issued to shareholders that are not contained in this list in the usual manner. New Share
Certificate numbers can be added during this step. If the number of shares of the Newco differs from the
PreCo shares, the shareholder must be removed and the new number of shares issued.

Short Form Amalgamation

1 Amalgamsation Wizard el =@ ==
Amalgameation Wizard [Step 4 of 7] (emel'genf

Capital Structurs

Share Class Authorzed Voling Status
[ Lnimited \Vating

Class B Unirited Nonoting
Cormmon Unirited Veting

Share Transactions

Mame Share Name Murmber of Shares Share Certificate

Alba's FinestInc. | Class & 500.0000 CA1 Remave
Heather Sample... | Class B 25,450.0000 CB-1 Remave
Alba's FinestInc. | Commor 5.000.0000 [ Remave
Joseph Sample ... | Common 10,000.0000 [} Remove
lssue Shares
¢Back | [ Met> |[  SaveandEst | [ Cancel |
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Long Form Amalgamation

‘] Aralgamation Wizard o) = |
Amalgsmation Wizard [Step 4 of 7] (émefg ent

Capital Structure

Share Class Authorized Woting Status

Unlimited Woting
Clazs B Unlirnited Mon-oting
Comman Unlimited Yoting

New Share Class

Share Transactions

Hame ShaieMame  Numberof Shares  Share Cenlificale
Alba's Finest nc. (RN 500.0000 a1
Heather Sample... |Class B 25,450,0000 CB-1
Alba's Finest Inc. | Common 5,000,000 t2
Joseph Sampls .. | Commen 10,000.0000 c1
Issue Shares
<Bsck | [ Mewtr || Save and Exit | [ Cance |

Step 5 of the Wizard is for adding or selecting the Client Contact at the Company and your firm
Timekeepers on the Matter.

@3 Amalgamation Wizard ===

Amalgamation Wizard (Step 5 of 7] (émefg ent

Client Contacts

First Name: Last Name: Search/Add

Mame Keep as Contact  Primary

Timekeepers
First N ame: Last Mame: Search/Add
Name Keep as Timekesper  Frimany Type/Fiole
Adam SAMPLE §. [ [ Responsible Laver -
Albert Sample Sm.. Respansible Lawyer -
+  |Lisa Sample Jones ] ] Law Clerk -
Ritchie ] ] Law Cletk -
<Back ][ MNex> || Save & Exit J [ Cancel ]

Step 6 provides the opportunity to select Extra-Provincial Registrations, Business Name Registrations,
Trademark Registrations and Other Registrations that will be retained by the Newco.
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) Amalgamation YWizard

=] = ==
Amalgamation Wizard (Step  of 7) (emerg ent
Mame Jurizdiction Carry Over to Amalgamated Company
Caledonia Highlands Presmalco | Alberta
Trademark ) [k Maritoba

Business Name
PPSA
Professionals

Other

< Back I { Next > I l Save and Exit ] l Cancel

The Final Step asks for the effective date of the amalgamation and will print an Amalgamation

Summary and, if chosen, Generate Amalgamation Packages for all predecessor companies and
continue on with the organization of the Company.

| Arrialgarmation Wizard EI = \EI
Amalgamation Wizard [Step 7 of 7] (emerg e nt
i
\ \ Enter a date for the amalgamation to be effective
341042017 =]
L]
Options
Print Amalgamation Surmary Repart far review
[] Generate Amalgamation Package tar each Predecessor company
1 The new Corporation will be opened automatically.
l < Back. I l Finish I l Save & Exit ] l Cancel

Once the Wizard is complete, an Amalgamation Summary will be created for review. If acceptable, select
Yes to the confirmation message to complete the amalgamation. No will exit the Wizard and it can be
activated again by clicking on the Common Tasks button to make any required changes.
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Carporate Manager

.@1 Carefully review the Arnalgarnation Summary repart before commmitting

proceed?

&' this amalgamation. Is this amalgamation confirmed and do you wish to

Yes Mo

The final result of using the Amalgamation Wizard is that the PreCo records are set to closed and popup
notes are created with the amalgamation information as reference. The Newco is created as a new
matter and a popup note is also created with the amalgamation information for reference.

%)

Thiz company
amalgamated into
Caledonia Highland=
Mewco, Ine, on Mar
10, 2017

%)

Thiz company was
formed by the
amalgamation of
Ealedn!ﬂia Highland=
PreAmalca and Playtime
PreAmalco Inc, on Mar
10, 2017

On the By-Laws Tab, the dropdown displays the Amalgamation Date, with an Amalgamation Info
button. Clicking this button on a preamalco will display the Newco information and from the Newco, will
display the PreCo information. The matters can be opened for reference from this screen.

TS T T,

|f3«malgamatinn [ate

B

D ate Continued:

||:r|g|| T

=]

3Ano2my

Amalgamation [nfa

Date de la fugion:

 Long
" Shart

5.1 Arnalgamation Details

Amalgarated From:

=|

Tppe of Amalgamation

The Corporation was amalgamated from the following corporations;

Amalgarmated Into:

Date of Amalgamation:  (j4ar.10-2017 s
Type of Amalgamation
+ Long
" Shart

The Corporation was amalgamated into the following corporation;

Matter

I atter

Link, Open ‘ Dielete |

To add a corporation that does nat exist, please choose Add A New File from the
main menu and then click the Link button once that has been completed.

Caledonia Highland: Newca. Inc.

Open

To add & corporation that does nat exist. please choose Add A New File from the
main menu and then click the Link button once that has been completed.

Save Cloge
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Notes:

1.
2.
3.

a?l Arnalgarmation Details
Amalgamated From:
Date de la fusion: [Mar 102017 s

Type of Amalgamation

* Long
" Shart

The Corporation was amalgamated from the fallowing corporations:

Date of Amalgamation. [~ E
Type of Amalgamation

" Long

" Shart

The Corporation was amalgamated into the follawing corporation:

Il atter

Link Open T Belete

To add a corporation that does not exist, please choose Add & Mew File from the
mai menu and then click the Link buttan once that has been completed.

Open

To add a corporation that does not exist, please choose Add & Mew File from the
main menu and then click the Link buttan once that has been completed.

Save Close

Always start the amalgamation process from Add New File;
Save & Exit button allows completing the process later;
Restart the Amalgamation Wizard from the Common Tasks of a PreCo.

Amalgamated Corporation as Shareholder in Another Matter

If the newly amalgamated corporation is a Shareholder in another Matter in Corporate Manager ET, the
new corporation will be visible in the Principals List — no further steps need to be taken.

Amalgamations, once completed, cannot be undone.

Partnerships Wizard

An easy-to-use wizard guides you through the Partnership formation process. The first step gathers
information concerning the new entity, including the name and address of the partnership. /7 the
Partnership Wizard was started accidentally, cancel at this point and a new file will not be created.

Pannership Name: | Smith & Smythe

Ramove Pannership

Please enter all or pan of the Pannarship's name balore searching

Search

Eniy Type

Next > Save and Exit Cancel

Step 2 of the wizard allows for the Addition of Partners and Officers of the Partnership.
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R Partnerships Wizard

Partnerships Wizard (Step 2 of 5)

Please select the Officers and Patners which wil fom the Partnership.

or Company Name Search/add

=3 =0
@&mergent

#  Eleabeth Audvey Blac
Dianne Ertiy Srith

Paitners
First Nare: Last
& Name:
'-1 Name
123457120 ONTAR.

Date Admited  Type:

T G

Remove

- Remave

Officers
First Name:

Last Name:

Name
Elizabeth Audep Blac.
> Dianine Emip Smith

Date Appointed _Postion

Femove

[President

| Secretay-Treas:

[o]l_Remore ]
|

o[- pemove ]

<Back | [ New>

| [ SaveandEsc | [ Cancel

Step 3 involves the inclusion of the Client Contact at the Partnership and Managers and Executive
Committee Members. Executive Committee Members are Managers that have the Executive checkbox

checked.

&, Partnerships Wizard

Partnerships Wizard (Step 3 of 5)

Client Contasts

First Name:

Last Name:

= e ]
@mergent

Name

Frimary Femove

E

\ \ Executive Commitee Members/Managers

First Name: Last Nare: Seaich/dd
Name Date dppointed  Executive Role/Posiion  Remove
. Eecbol dudey Blc [MansgngPa. [~ femove ]
g Dianne Erip Smith Mariaging Partn
<Baok | [ New> || SavekExt J [ Cancel

Step 4 allows for the creation of Unit Classes and the Issuance of Units.

&, Partnerships Wizard ol ® ==
Partnerships Wizard (Step 4 of 5 (emergent
Uit S rueture:
Unit Class Authorized “Voling Status. Edit Remove:

\\ Add Unit Class

Urit Transactions:

Name Urit Class Number of Urits Cenifcate Fremave
500.0000 a1
bl Diarne Emip ... |Classih 250.0000 a3
Elizabeth Audre... | Class & 250.0000 %

| Isaue Urits

3 <Back | [ New> | Save kExt J [ Cancel |
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Note: Even if no Units are being issued, it may be useful to create a Unit Class limited to 100 shares and
[ssue them to reflect partnership percentages. Units can then be transferred for the purposes of
documentation, etc.

The Final Step of the process allows for the setup of Capital Contributions and Partnership Interest
as well as Generating a Partnership Package.

K2 Partnerships Wizsrd o B
Parnerships Wizard (Step § ol 5) @mergent

or Company SeachvAdd

Corvbution  ConbusiomDate Lont® s Remave

Removel
Removel
Removel

Section 85 Rollover

Rollovers can include the sale of assets or shares in the vendor company for a promissory note or shares
from the purchaser.

There are different types of Rollovers that can be processed:

e Assets for Shares/Promissory Note
e Shares for Shares/Promissory Note
e Part of Estate Freeze Process (5.85/5.86)

To begin the process, two Corporate Matters must be in Emergent Corporate Manager — the Vendor and
the Purchaser.

Creating a Sole Proprietor Vendor

If an individual is transferring assets to a purchasing corporation, the "Vendor” must be a Sole Proprietor.
To start the process of adding a new Matter to Emergent Corporate Manager, add a temporary name
(this can even be a single letter) and enter an incorporation date to click through steps 2 — 4 of the
Organization Wizard. Although a name and incorporation date are mandatory fields, there is no need to
add Directors, Officers, Share classes, etc. After the final step of the Organization Wizard, change the
Vendor Corporate Status to Sole Proprietor by setting the Status of this Matter to Sole Proprietor on
the Administration/Annuals Tab.
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Administration

Corporation: |

French Marme: |

Status:
Reference:
Fredecesszor Company
Office: Amnalgamated
Continued
Client Number: Discontinued

Matier Number Conflicting Mame

File Humber:

You will then be prompted to search for the name of the Sole Proprietor. Click ok to select an existing
Individual Contact or add a new Contact in the usual manner, and confirm ok at the prompt.

Corporate & Estate Manager

i 0 ) Vou are requesting to change this File to 2 Sole Proprietorship. Click
L' 0K to identify the name of the Sole Proprictor.

If you do not identify the name of the Sole Proprietor, this change will
not be completed.

oK Cancel

Entering Assets and Liabilities

Click on the Capital Tab, Assets or Liabilities sections and enter the assets and/or liabilities owned by
the Vendor as described in the Assets, Liabilities section above.

Assets and Liabilities for Shares/Promissory Note

Switch to the Section 85 section on the Capital Tab and select any Asset to be transferred and select
New transaction on the dropdown menu to start the Rollover Wizard.

5.85
Section 85
Transaction Diescription Diiginal Yalue Entered Date | Cancelled Date Frice Per [tem Purchase Frice
~|123 Main Street $2,500.000.00{ 06/071/2003
- | Dental Equipment 750,000.00) 06/01/2003
- | Office Equipment 250,000.00) 08/01/2003
[ 500,000.00| 08/15/2010
; l ‘% Mew Transaction
View Transaction

Select the Vendor in the dropdown. In the case of an asset rollover, the Vendor will be the Sole
Proprietor. Original Value and Purchase Price will display automatically.

Note: Items that have no Quantity or Purchase Price entered will not be transferred.

Select the tickboxes for Transfer for Shares, and/or a Promissory Note. You can create a new Share
Class in the Purchasing Corporation or select a class of shares to issue. Issue the number of shares and
enter the Certificate Number. It is also possible to view any used certificate numbers for this class.

If a Promissory Note is part of the transaction, enter the amount.

The Vendor can also be added as a Director in the Purchasing Corporation.
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e section 85 x

Vendor: Aloysious 5ample Smith - Transaction D ate: 05/13/2020
CRA Office:

Assets & Liabilities being transferred to Purchaser:

Description Quanity | No Transfered [ Price Per Item | Original Value | Purchase Price Note Residual Cort
¥ [ 123 Main Street $2.500,000.00]_33,000,000.00 |3 T enants
Dental Equipment $750,000.00]  $500,000.00]
Office Equipment $250,000.00
BM Mitg 123 Main St {4500,000.00]|_($300,000.00)
*

OiinalVakie of Assets: [ 3350000000 Putchase Price fo ssels & Liablies . [ 5335000000
Purchaser:  [& Srith Frofessional Corp Search [¥ Promissory Note Promissary Mote:
A Vender as Director 7 ¥ Transfer for Shares $3.000.000.00
Shares being issued to Vendor.
Class Name: Numberof shares [ 00,00 Certfcate Ho ]
Common =
Toanstec Nunber [~ | Used Cenifostetos: [ ]
Kk Cancel

The results of this transaction are:

e The Vendor will no longer hold the Assets;

e The Assets of the Vendor will be transferred to the Purchaser;

e If a Promissory Note was given as part of the transaction, it will show as an Asset in the
Vendor Matter and a Liability in the Purchasing Corporation;

e The Vendor will become a Shareholder in the Purchasing Company;

o If Add Vendor as Director was checked, the Vendor will become a Director of the
Company elected as of the Transaction Date.

Shares for Shares/Promissory Note

Corporate Manager ET will also process a Rollover of Shares by a Principal from one Company to another
Company. To complete this transaction, a Principal must exist in a Corporation (Not Sole Proprietor) and
hold shares of that Company.

Switch to the Section 85 section on the Capital Tab, select any Asset to be transferred and select New
transaction on the dropdown menu to start the Rollover Wizard.

S.856 )
= % Section 83
Section 85 |
Transaction Wendor CRA | Purchaser Corpor]
— | Agatia Sample wilson ] Vendor:
| Jaseph Sample Ritchie - George Sample Jones
¥ CRA Office: [olliEEE s
B New Transaction ] Birchcliffe Ltd,
j4 View Transaction Assets & Lia/fgatha Sample Wilson
B P TN i Heather Sample Ritchie

Enter the number of shares and Purchase Price of the Shares being rolled over to the Purchasing
Corporation. If there are residual shares, enter the Residual Certificate Number.

| sections X

Vendor: [George Sample Jones ) TrznsactionDate: [ 01/10/2019
CRA Office:

Assets & Liabilities being transferred to Purchaser:

Drginal¥ahieof Assets: [ 10000 Puachase e orfssets  Lisbites: [~ 31000
Purchaser:  |Caledonia Highlands nc. Seaich Pramissary Note:

Bidd Vandor 33 Disdlon ~ #10000
Shares being issued to Vendor:
Class Name: [5x]

Comon E

o's. B
oK C: |
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Select the tickboxes for transfer for Shares, and/or a Promissory Note. You can create a new Share Class
in the Purchasing Corporation or select a class of shares to issue. Issue the number of shares and enter
the Certificate Number. It is also possible to view any used certificate numbers for this class.

If a Promissory Note is part of the transaction, enter the amount.
The Vendor can also be added as a Director in the Purchasing Corporation.
The results of this transaction are:

e If there are residual shares, the Vendor will remain a shareholder in the originating company.

e If a Promissory Note was given as part of the transaction, it will show as an Asset in the
Vendor Matter and a Liability in the Purchasing Corporation

e The Vendor will become a Shareholder in the Purchasing Company.

o If Add Vendor as Director was checked, the Vendor will become a Director of the
Company elected as of the transaction date.

Combination S.85/S.86 Share Exchange/Estate Freeze

There are a number of steps in this process, starting with both Corporate Matters must be entered in
Corporate Manager ET.

e Perform the S.85 as set out in Shares for Shares above

e Issue Shares in the Originating Corporation to the Purchasing Corporation

e Exchange the Shares held by the Originating Corporation using the Common
Tasks/Exchange Wizard

Deleting Rollover Transactions (Returning to
Original in Case of Error)

If a Section 85 transfer needs to be deleted because of a mistake or typing error, it is important to
remove the history of the entire transaction in both Matters.

For a Shares for Shares transaction, open the Principal tab of the Originating Vendor.

Select the transaction row so that it is highlighted. Ensure that this will be the row where the quantity is
in brackets (). Delete the transaction of the transfer. The most effective way to delete this entry is to
select the entire row by highlighting with your mouse and press Delete on the keyboard. Click Yes to
the confirmation message. If there are any residual shares, they will need to be deleted also. This will
return the shareholders to their original holdings. Delete the Purchaser Company from the Principal list.
In the Section 85 tab, delete the transferred transaction. Select the row where there is a quantity
transferred and press Delete on the keyboard. In the Purchasing Company, Delete the Vendor from
the Principal list by selecting the Vendor and choosing Delete on the keyboard.

o —orrreooT e
ingss 74442005 442672022 1.00] 1.00 $150.000.00 $150.000.00 $1.000.00| 585 Rollover Receiving Corp.
10/5/2M8 1.00 $75,000.00
ingss 4/8/2010 1.00] $40,000.00

sines:
Business|  4/26/2022 (1.00) (1.00) (4150,000.00) (4150,000.00) (41.000.00) Cancelled 585 Rollover Receiving Corp.
442672022 1.00] $1.000.00 $1.000.00 585 Rollover Receiving Corp,

For Asset Transactions, delete the “cancelled” entries in the Section 85 tables from the Vendor Company.
The Assets and Liabilities will need further editing to remove the Disposition dates and Notes to return to

T |Toek
Shop Equipment
E quipment
Promissory Nate for Fiollover Giving Corp

(R ER K
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the original Asset. The Transferred Assets will also need to be deleted from the Assets Tables in the
Purchaser Company.

(B3 Edit an Asset/Lisbility

Description:

Type:

[fsset | G [Busness -
Aenuired Date: 70442005

Disposition Date: 4/26/2022

Motes:

589 Rollover Receiving Carp.

Original Value: ‘

$150,000.00 Guantllyl 1

Cancel

If the Vendor was set as a director in the Purchaser’'s Company, the Vendor will need to be deleted from
the Principal list of the Purchaser’s company.
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Chapter 6: Documents and
Reports
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Generating Documents/Reports

All documents from Corporate Manager ET are generated as Word documents.

Documents

Click on the Create Document button while in the open matter.

, Corporate - Caledonia Highlands Inc,

n Sawe and Close Q Copy Matter ! Save Create Document | Hh Create Report  Common Tasks ‘/ Add aTask & MNew Phone Call

Corparate Infarmation Sheet

Capital | By-Laws / Jurisdictions | Administral)

Directors Register _
9 lands Inc. (Corporation)

Officers Register

Client Contact: Jozeph S ample Ritchie Shareholders Ledger 416 555-5555 / [416) 555-5557
Maiing Addiess: 100 Main Ghieet. Shareholders Register 416 555-5556
S btw 37 Transfer Register ioe@email com
Fogtteed Olice 175 o et L Eenerate (Organizational Package el
Addiess: Gute 1375 o Generate Annuals Package ¢ askatchewan
Toronto, OM_M4E 13 B Al Documents

You will then be able to access the most commonly used documents. Click on All Documents to access
the rest of the documents provided by Emergent.

Tou

‘21 New Document: Corporate\Reports X
=13 Corporate ~ Document A

& Repoits Corporate Information Sheet

+ [ Smith & Smythe Custom Templates Share Transfer Register
] Albetta Share Transfer Register (Class)
£ British Columbi Shareholders Ledger
tish Lolumbla Shareholders Ledger [Notes)

(3 Manitoba Shareholders Ledger [Choice)

3 New Brunswick Shareholders Register

3 Newfoundland Shareholders Register [Vating Status)

3 Northwest Teritories Shareholders Register [Cumulative)

£ Mova Seotia Shareholders Register Cumulative by Class [Choice,

£ Ontaiio Shareholders Register [Certificate)

) Piince Edward Island Shareholders Register [Class)

fince E dward fsian Shareholders Reqister [Stike Out)

(3 Quebec Shareholders Register [Strike Out by Certificate)

(7 Saskatchewan Stated Capital Ledger

] Yukon Securities Register

3 Canada Summary of Shareholders

£ Munavut v |Summary of Shareholders [&ddress)
< > Summary of Shareholders (D ate) v

Flemen Pie et s
Options | Customize | | Cancel |

Letter Date |November 1, 2019 Use Dataasof  |11/01/2019 E‘
Signing Date [[i st day of November, 2019 [~ LeaveBlank |~ Include Letterhead

Documents are grouped into folders on the left of the Document window. Select a folder and then
highlight the desired document(s). Hold the <Ctrl> key to select multiple documents.

The date fields automatically populate with the current date. If you wish to use different dates, enter the
date to override the current date in the Letter Date field. Leaving the Signing Date blank or activating
the Leave Blank tickbox will populate the legal date with “the Day of <Current Month>, <Current
Year>". 1If you prefer to post- or pre-date your legal signing date, or use a different format, insert it
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here. The Use Date as of field will create documents reflecting that point in time. Directors and
shareholders after that date will not appear on documents or reports.

Note: Some documents require specific conditions to generate properly, for example, the First Director
Resolutions need the First Director Tick box activated, or gender specific documents require the
gender to be set on the Details Tab of the Contact Card. If names, addresses or gender are
inaccurate, check your entries to ensure all required fields are entered.

Packages

Packages are a combination of documents and reports bundled together to create one comprehensive
item. In addition to the Organization and Annuals Packages accessed by the Create Documents Quick
Pick button, clicking on All Documents > Packages gives many more options such as a Dividend
Package or Share Transfer Package. For example, the Organization Package can include Directors
Resolutions, Shareholders Resolutions, By Laws, Share Subscriptions, and Directors, Officers and
Shareholders Registers as well as the Reporting Letter.

Custom Packages can be setup through data maintenance. Please see the Administration Manual for
instructions to create Custom Packages for your firm.
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Update Annuals and/or Registrations

Update Annuals allows you to update the Last Annuals Filed date for one or many Matters at one time.

Open the Corporate Files List.

Make sure that the columns Corporation Name, Annuals Filed and Annuals Due are included in the List.

You can sort the Corporations into date order by highlighting either the Annuals file or Annuals Due
column and doing a Z-A sort. Select the Corporation to update the last Annuals Filed date. Use the Shift

key or Ctrl to make multiple selections.

51
Open Corporate - Corporate File

=
0443020 =
06/1342013

Create Document

')‘-_’ﬂ Create Report

08/10/2020 Copy

B2 Paste Document

Update Annuals

Annuals Catch-Up

Action »
Send To »

Right-click and then select Create Document to open the New Document dialogue box. Navigate to the
document or Package to generate the Annuals as Word documents ready for printing for each and every
corporation that has been selected in the list. The created Annuals will then be added to the Documents

Tab if the save feature is being used.

Next, right click and select Update Annuals. Enter the New Annuals Filed date (mm/dd/yyyy) in the
textbox and select OK. The Next Annuals Due Date will be calculated based on jurisdiction

B9 Update Annuals File Date X

“'ou are about to update the selected Corporations "Last Annuals Filed"
date, ta the date below, Click "0K" ta update these Corporations ''Last
Annuals Filed" date or click "CAMCEL" to cancel this update.

061072021

Corporate

Is] Narne Last Annuals File
P {110 [Hostd la Vista Garden Design Corp 084102020
103 |Solomon's Seal 081042020
84 Kay's Treats Corp. 08/10/2020
82 New Caledon Inc. 08A10/2020
54 Playtime Corp. 05/10/2020
0k | Cancel ‘

Remember to Refresh the Corporation File List to view the updates.
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Saving a Document

As discussed in the Documents Tab section, Corporate Manager ET has document management built into
the application. If you selected Save in the Document Options, the document is automatically saved
in the location specified on the Administration Tab and a link created on the Documents Tab. By clicking
on the blue link, the document will open. Any User with Corporate Manager ET on their system will be
able to retrieve documents saved by other Users. In addition, the Documents Tab provides an exact
history of what documents already created for this matter. The name of the document will also be added
to the Workflow Tab for tracking and follow-up.

B Corporate - Ardens Chocolates

u Save and Close 2 Refresh @ Create Document Hfi Create Report  Onling Filling .. \/ Add a Task
File Corparate | General | Begistration | Share Structure | Principal | Ledgers | Contacts : |S Tasks | Motes | Timekeepers | Relations | Online R egistration
Add Erecuted Document
Documents
Document Minute Book Tab Details Cieated By | Created | Enacted/Filed| Cancelled/Repealed Group
| | Aticles of Incomporation Aticles of Incorporation this iug the detal | TORONTO | 23-Now-05|  23-Mar-00 Charter D ocument
Ey-Law No. 1 By-Law No. 1 TORONTO 28-Mar-00 By-Law
Options

Select the Options button from the Document Window to set further options for the documents. For
example, you may wish to automatically Save, Print and Close the document(s) once they are created
and add a follow up task. When all choices have been made, click OK to generate the documents to
Word. You can also choose to make these choices your default choice so that these actions are
performed for all documents created in Corporate Manager at that workstation.

Document Options @

LOptions | Elle Locations |

After Creating Document:
v Save

[ Brint

Copies: ﬁ

™ Close
[~ take Default
[~ EDFinlE

¥ Add follow up task = f_&lways_ merge into PDF,
if form is available

[~ Load Defaults

About. Cancel
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Using Lists

Opening Matters

From the Toolbar, select Open Last File and Corporate File or Contact. Or select File from the top
menu and a list of recently opened Matters and Contacts will be available for selection.

File [ Wiew Search Tools “Wind

File Wiew Search Tools Méindow H = Open Last File
ﬁAdd Mew File Qontacts ﬂ‘ Mewy
m‘ Search: Open Favorites

I Contact Ctrl+0 1 Contact - 123457120 ONTAR
& Corparate File Ctrl+P ) Carporate - 123457120 ONT,
E Prabate File Crl+E 3 Corporate - Marianne's Cha

& Estate Planning File Crl 4 & 4 cCarporate - Cntario

Type all or part of the name in the Search Box on the Toolbar and Enter. If there is only one Matter
containing the name, it will open. If there are more than one, click the dropdown arrow to see the
search results and make your selection.

e Search: ﬂl |'
Caledonia Highlands Inc.

Alba's Finest Inc.

) 48627 - Jones, Ronald

Files  ~|Ronald Sample Jones

Amalgamated Copy of training

| Alba Hillwalkers Inc.

Finding Contacts or Matters in Lists

Searching for Matters is easy using the Corporate File List. After clicking the Corporate Files button on
the Toolbar, a list of all open Matters and other related information will appear. To search for a
corporation, simply highlight the Corporate Name column heading and type part or the entire name
that is being searched.

NOTE: There is no start or stop button for this search feature. After you finish typing, the database will
be searched for all matches to the text just entered. Toggle the Search On/Off button to clear the

search results.

I Carparate - Corporate File List

Open Corporate Files  + § Refresh %) Sort %) Sort ¥ Advanced Searches ~| W Search On/Off
C i

Double Click on the corporation nhame to open the Matter.

To open the list of corporate files, select the Corporate Files button on the Toolbar. All other Lists are
available by selecting View > Corporate and the appropriate List.
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Eiew|Search Tools Window Help

& Corporate P | ¢} Accountant

@_' Estate Planning P
ﬁ Probate »
Contacts
Addresses

ﬁ Matters

s Lhocolates

onia Highlands Inc.
Test Corp.
hi Productions [ne.
r Liquid Lusury Foods Inc.
Bimalco
ership Date
Corp.
Tests
Copy
Frop
Corporation Incorporated
Fartnership LLP

.a Activities

3 Bank

3 Business Name Registration

@ Client Contact

& Corporate Files

3 Corporate Former Name
Corporate Group

3 Corporate Note

3 Corporate Record
Director

& Dividends

Document

3 Extra Provincial Registration

@} Internal Staff

ﬁv_ Management Bonus

@@ Officer

3 Other Registration

ﬁv_ Partnerships

\_ Phone Log

ﬁv_ Professionals

& pesa

3 Principal

@ Shareholders

ﬁ Tasks/Reminders

3 Trade Mark Registration

Sorting Lists by Columns

Users can also sort Lists alphabetically within the various columns shown. For example, to sort
the Contact List by the city field, simply click on the City column header until it turns blue, then

click on the Sort buttons to sort alphabetically in ascending 2'S°tt or descending &5t order.

Finding Matters using Search

Quickly limit a list of Matters by using the Search feature. Select the desired field to be searched and
enter your search term. Choose OK and the appropriate List will open already filtered with suggested

files.

Search | Tools  Window

Help

& Corporate »

@_' Estate Planning P
ﬁ Probate

e - L3 T LT O TAERICT
d Close @ Copy Mattd

Wworkflow | Documents | Ca

ﬁv_ by Corporation Mame

& by Timekeeper

ﬁv_ by Eile Mumber Corporate File
3 by Client Contact

a3 by Director

@ by Officer

ﬁv_ by Jurisdiction Corporate File
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Matters List

% Matter List

[
7 Closed Matters
Deleted Matters
Irnport Matters
Termplates

This List accessed by View > Matters and is driven by the File Status dropdown menu on the
Administration Tab and you can view Matters by Open, Closed, Inactive, Draft and Pending.

Note: Although both File Status and Status are fields on the Administration Tab, they are unrelated.
File Status has a direct effect on the behavior of Matter Lists and the Billing Status of the Matter,
whereas Status (of the corporation) is a reference field for internal firm use.

Sorting Lists by Columns

Users can also sort both Contact and Matter Lists alphabetically within the various columns shown. For
example, to sort the Contact List by the city field, simply click on the City column header until it turns

blue, then click on the Sort buttons to sort alphabetically in ascending £'5°% or descending &*Sot
order.

Note: By design, some columns are not searchable or do not sort.

Activities List

The Activities button on the main toolbar displays a List of all Activities that have been entered on the
Annuals/Activities section of the Administration/Annuals Tab for all Matters. By sorting the columns the
user can display, for example, all extra-provincial registrations. By creating a custom search using the
Advanced Searches Filter, the user can display all extra-provincial registrations in Alberta with a renewal
date of November, 2020 or any other variation of search fields.

Add/Remove/Reorder List Columns

3 Corporate - Corporate File List ==
s

9/20/2012 %:27:00 F| Ortario

Emergent Lists are completely customizable to fit your needs and retains your preference settings specific
to your computer. You can organize the List to provide the most important information where you want
it to be for quick viewing.

Columns can be added, moved or removed from a List to customize the information on the
screen. To add or remove a column, select the Insert Column or Remove Column buttons
respectively (use the Control key to make multiple selections) and then click the small blue
Insert Column button or the Remove Column button.
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Caorporate - Corporate File ... a
LY
Field A
Activity Code _]
Annuals Due Date
Annuals Due Date
Annuals Fled
Archive Date
Biling Type
ﬁlnser‘c Column @ Remove Column BN/GST Musnber
. Chert Mo,
ue Date | Type of Buzsiness Matter 1D Clased Date
| 134 Clozed Fils Mumber -
197 = é

To remove a column, highlight the column you want to remove by clicking on its title. Click the
Remove Column button.

Highlight the column you want to move by clicking on its title. Click the column heading a
second time and hold your mouse button. The column heading will look detached from the
column. Drag the column to the desired position and drop it in place by releasing your mouse
button

To move a column, highlight the column you want to move by clicking on its title, then click and
hold the column heading a second time. The column heading will look detached from the
column. Drag the column heading to the desired position and drop it in place by releasing your
mouse button.

Changing Fonts in List Columns

Saveto File P Delete | Format Grid Diraft

ode Activity Code |]  Alternate Row Colour
A Font
A Back Colour

Set Default Filter Group

Select the Format Grid button on the List Toolbar.

To change the background colour of a list, select Back Colour and select a colour. This feature can let
you easily tell one list from another.

To change the font size or syle, select Font and choose the size and/or style of font.

Resetting a List

To reset a List, hold the shift key while opening the List. This will reset the background colour and font
changes, and remove all columns and prompt you to select new ones.
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Saving and Printing List Reports
Printing List Reports

Customized lists can be easily printed by simply selecting the Print button from the List Toolbar. At this
point the Page Setup window appears. Here you can set paper size, orientation, margins, etc. When you
are ready to print, click OK. The list will be sent to your defau/t printer. All columns in the List will print.
If it is a large list or has many columns it may spread across many pages. In that case, Save and Print
the List as set out in Saving and Printing Lists Reports.

Saving and Printing List Reports

List reports can be saved as an HTML file, and once saved, they can be emailed as an attachment or
used in a Word Mail Merge. They can also be imported to Excel for printing or other uses.

Step One

Open the Filelist and ensure all columns are contained in the List. If not, add more columns using the
Insert Column button and selecting the new columns to be added. Ctrl+click to select multiple
columns.

Step Two

Click Save to File '2int MESavetefie XS4 save in the proper location. Leave the “type” as HTML
Document as this format is the most versatile. Note: Save the file to the desktop to easily find in the
next step.

Step Three

Open Excel, and to open a new worksheet, chose Browse and navigate to the saved HTML file, double-
click to select and open.

The list can now be printed from Excel.

Deleting and Retrieving Matters or Contacts

Although we talk about “deleting” a Contact Card or a Matter, it's never really deleted. It's just
hidden from sight so it doesn't clutter up your Lists. Delete a Matter by highlighting the desired
Matter and clicking the Delete button on the Toolbar on the Corporate Files List and confirming
the deletion. It is then placed in the Deleted Matters List section of the Matter List.

To delete a Contact Card, use the Inactive tickbox on the Details tab.
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Contact List

<Al Active Contacts= -

g <Al Active Contacts> &

< Detall: | Documents | Felations | Audit Trail | Social Met

Charities. - | Edited By [itummer
1 Companies ] LastEdited 1141042021

_Cumpanles&lndwldual e [
Courts e
p Deleted Contacis vel ¥ Resident [

Employees

Government Offices b T Occupation: -

To retrieve a deleted Contact Card or Matter, click on the Contact or Matter List and change the
dropdown menu to show Deleted Contacts or Deleted Matters.

Open the Contact Card, go to the Details Tab and uncheck the Inactive box.
Double clicking on the Matter on the Deleted Matters list will return it to the Open or Closed Matters list.

Matters List

File “iew Search Tools ¥
3 Add NewFile [75] Conta

= Open LastFile  Search:

% hatter List

Closed Matters
Deleted Matters
Pending Amalgamations
Templates

This List is accessed by View > Matters contains all Matters in Emergent, whether Corporate
or Estates and is driven by the File Status dropdown menu on the Administration Tab.

Advanced Searches — Creating a Customized Search

Corporate Manager ET allows you to create your own customized searches and list them on a dropdown
menu for quick and easy access. Searches are useful for narrowing a particular List down to items to
meet specific requirements. To create a customized Search, open the List of your choice. When selecting
a List, keep in mind that different Lists have different columns to select.

Let's create a search that will sort your List for all Corporations with an Ontario Jurisdiction and Year End
of January. In this case we will select the Corporate Files List from the main Toolbar.

On the open Corporate File List Toolbar, click the arrow beside the Advanced Searches button and
select New Advanced Filter.
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' Corporate - Corporate File List
Open Cotporate Files  +  § Refresh  #] Sort %] Sort

TP Advanced Searches |+| 7

Ty Mew Advanced Filter

Corporation Name File Mo

123457120 ONTARID INC. New Filta|OPENEd Date |
. Elat:l'tl: Mew Filter
The List Search window appears.
| 7 ListView Filters ==
ST [NewFite -] 7| %]
I."/ [¥ Enter SGL
M ltems SOL |
\\ b | /,/

coflrfictive="1"BND Month{coDatelncom) = 2

tonty | [ 0K Cancel |

Enter the name for your customized search in the Filter field. Uncheck the Enter SQL box and change
the Tab from SQL to Items tab. In the Field box, make your selection in the dropdown the column to
be searched. Note: When applying a search to a particular column, i.e. Jurisdiction, make sure you have
added the column for Jurisdiction in your List.

F Listiiew Filters (mE3a)
Filter |Year End Mo. OM Jurigdiction j E&
[~ Enter SOL
Iterns | sOL ‘
Field Jopr  |Value And/Or
7 [irear End Montl =] | CAnd OO0
_# | Updated - CAnd 0
Updated by el
“rear End Diay
‘Yeat End Desc =
Apply 0K | Cancel |

In the Opr field, select the symbol for the search you would like to create.

The meanings for the symbols available in the operator field are the following:

= - equal to <> - does not equal
> - greater than Like - similar to (used for text data fields)
< - less than

Note: When searching text, it is recommended you use “like” instead of "="since "="" specifies an exact
match.

Enter the value for the search in the Value field. These can be words, dates or numbers, however,
when searching a nhumber column such as Incorporation Date, it's best to use the short form of months
("Sept” instead of “09"” as your results will return both “September” and “2009").
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In the And/Or field, select which statement is appropriate for your search.

For our example, your final search terms would look like this:

7 Listiiew Filters (=]
Filter: |Year End Mo. OM Jurizdiction ﬂ E E
[~ Enter SOL
Items | SOL |
Fizld Opr  |Walue And/Or
Jurizdiction Like [OM @aind €0
p |YearEndMonth  |Like |[Jan wand 0
* CAand OO0
Apply | Cancel |

To translate what our search above says: Find all corporate files with a Jurisdiction of Ontario, and with a
Year End Month of January.

You can sort by more than one criteria by adding the desired Fields and Values on the next lines. Once
you have entered all the criteria for the search, select the Apply button. Check the List to confirm your
search is correct, then select OK. Your customized search name will now appear on the dropdown list.

‘_‘__'_';? Advanced Searches |'| S Search

| TP New Advanced Filker
vear End Ma, OM Jurisdiction

The next time you want to use this Search, simply click on the Search Name on the dropdown list.

To delete or edit an Advanced Search, slow-click the Advanced Searches button until the window
appears, and select the Search Name to edit or click the red X beside the name to delete the Search.
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Workflow

The Workflow task reminder system is an integrated task management tool within Corporate Manager ET.

Users are assigned tasks that populate Reminder Reports to manage the processing of Matters.

Create or Add a Task

There a number of ways to create or add a task.

Associate the Task with a Matter.

Registration which will expire in three years, you can elect to create a reminder:

Corporate & Estate Manager 3

For example, when you are creating a new Extra Provincial

You can also manually add a New Task by clicking on the Add a Task button on the Toolbar and enter
the necessary information, such as Due Date and Priority. Tasks can be assigned to a particular person
by using the Assigned To dropdown, and if necessary, clicking the Action link will display the Create
Document form so that the required document can be selected. If the Add Follow Up Task tickbox is
selected, the task will appear on the Follow-Up section of the Workflow tab.

i saveand Close . % Cut B2 Copy [ Paste
Task |

Subject: [Cantact 8. Blackbur re 5.85 Rolover
Due Date: 10/31/213  3tatus: [Notstated v | AssignedTo: ) arille Your
Date ssigned:  [105/2013  Piorty: [Figh o] letuctngLawper [

Action:

Corporation Name: (123457120 ONTARIO INC. I~ Add follow up task.

[~ Mark a5 Private

+ Task ==

You can navigate to the Task section in the Workflow Tab and click on the = and choose New Task, or
click on the Add a Task button.

Tasks

Ackd a Task.

Person Assigned Subject | Action Instructing Lawyer Date Assigned Due Date Priority Stah
| Obtain signed Organization Letter from Elizabeth A, /1172013 127107 ol state
| Obtain signe: Resalution - Organizal 71172013 12710/ ot state
| Obtain signed By Lan Humber 1 fram Elizabeth & 71172013] 121107 ol starte
| Obtain signed By Law Humber 2 fram Elizabeth A /1172013 127107 Hig ot starte

3l 0 Diectars Resolution - Drganization | /117201 10V, ot starter
+ MewTask Farm of Share Certiicate f 71172013 12710/ ot state
¥ Edn In Share Certficate from Eli 71172013] 121107 ol starte

o Act a5 Director - Acknor /1172013 127107 Hig ot starte

¥ Remove o Act as OfficerALL) from /1172013 12710/ ot state

C Completed ibsciiption{ALL] from Elizab 71172013 12710/ ot state

Fresaluion - Issue Shares] 71172013] 127107 Hig ot state

“Obta sian=d Share Ceitiicate Series 1 (ALL) from 1071172013 12/10/2013 | High | Net started

don smith :IlEumact 8. Blackbum re 8.5 Rollover 10/15/2013( 10/31/2013 | High | Not started
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Adding a Task from within a Matter will automatically associate the Task to the Matter, or you can delete
the Corporation Name in the task window to create a general Task not linked to any given Matter.

An unlimited number of Tasks can be assigned to a Matter. Tasks can be made private by selecting the
Mark Task Private checkbox during the creation of the task. A Private Task will only appear on your
Task List — it will not be accessible to any other users and will not appear on the All Users Task List.

Completing a Task

To mark a Task Completed on the Task List, click on the = and set the Status to Completed.

Editing a Task

A Task can be edited by clicking on the =, selecting Edit, making the necessary changes, and clicking
Save and Close.

Removing a Task

If the Task is not associated with a Matter, generate the Reminder Report and double-click on a selected
Task to open. It can be deleted by selecting the Remove Task button on the Task Toolbar.

To remove a Task from the Task List on the Workflow Tab of a particular corporation, click on the =
and click Remove.

Tasks and Reminders Lists

Once a Task has been added it will appear on the Reminder Report and on the Tasks/Reminders List.
Depending on your settings, the Reminder Report may open each time you open Estate Planning & Vault
Manager, or it can be opened using the Reminder Report button. All Tasks and Reminders can be
viewed by clicking the All Users button.

cords @é‘ Estate Planning Files H Probate Files .:5 Activities E‘ Reminder Repert  Search Online, Research . @ Hide Motes  Import

- Conflict Search B Order Corporate Supplies Live Support
F + Reminder Report

|| §Relesh & Piint g Allusers Reminders for Jean Sample Turner
&) Piint todays tasks

. as of Aupust 31, 2021

i B Overdne &Tasks Due Today: Hide Completed Tasks v
Person Assigned Subject Mame Instructing Lawwper  Date Assigned Due Date PFriority
Jean Sample Turmer HEY DO THISHIT Kaw's Treats Corp. 042712021 05/01/2021  High
Jean Sample Tumer Did George review the  Stephen Sample Aberthwaite 0541172021 05/3142021  High
Jean Sample Tumer HEY DO THISHIIN Treetop Productions [ne. 06/08/2021 06/08/2021  High

You can also view all Tasks and Reminders by View > Tasks/Reminders.

Eile | View | Search Tools Window Help
#5948 Corporate » | & CorporateFiles B¢ Corporate Records @ Estate Planning Files gl
-, |g& Estate Planni »
D@E R = Conflict Search B Order Con
i Probate »
B8 Contacts
Acti Addresses Refresh &) Sot %) Sort V7 Advanced Searches ~ <7 Search On/Off
Priarit ﬁ Matiers Due Date Subject
High ﬁ Tasks/Reminders da Inc. 0511542021 Obtain signed Incorporation Report ||
High da Inc: 05/15/2021 Obtain signed By Law Humber 1 [Faon
High |03/1 E/2021 |123455 Canada Inc, 05/M158/2021 Obtain signed By Laws Mumber 2 [Fon
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Reminder Report

Once a Task has been added it will appear on the Reminder Report and on the Tasks/Reminders List.
Depending on your settings, the Reminder Report may open each time you open Corporate Manager ET,
or it can be opened using the Reminder Report button. All Tasks and Reminders can be viewed by
clicking the All Users button.

+ Reminder Report
® Refiesh & Print {7 My Tasks Reminders for All Users
Sp Print todays tasks .
as of April 21, 2022
B Overdue &Tasks Due Today: Hide Completed Tasks [
Person Assigned Subject Marne Insgtructing Lawyer  Date Assighed Due Date Priority Status
Obtain signed Arden's Chocolates 2A11/2021 412201 High Mot started
Obtain signed By Law  Arden's Chocolates 2A11/201 412201 High Mot started
Obtain signed By Law  Arden's Chocolates 2/11/201 412201 High Mot started
Obtain signed Complete  Arden's Chocolates 2/11/201 412201 High Mot started
Obtain signed Specimen Arden's Chocolates 27112021 412:2021 High Mot started
Obtain signed Share Arden's Chocolates 211172021 412:20211 High Mot started
Obtair sioned Power of _Joseph Sample Ritchie 1172021 4122021 High Mook startid

Open Matters and Tasks

Double Click on the Task row to open and update a Task item, or double click on the corporate name to
open the associated Matter.

View Tasks

View Tasks for all users or your own tasks by toggling the button between My Tasks or All Tasks.
Only Show the next 2 month(s)

The Task report will display all upcoming tasks for the next two months.
Hide Completed Tasks

Completed Tasks are removed from the task list. They can be viewed by removing the checkmark next
to Hide Completed Tasks.

Adjusting Columns in Reminder Report

All columns can be adjusted by placing the cursor between headings and changing the width when the
cursor appears as a two-sided arrow.

Sorting tasks

Tasks can be sorted by right-clicking a column heading. Select the order for the report to be sorted.
Find a Company in the Task List

Right-click on the Corporation Name column and select Find. Enter the company name to find.
Printing Task Reports

Task Reminder Reports can be printed by selecting the print icon. To display a list of only today’s tasks,
select Print today’s tasks.
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Application Startup Options
Corporate and Estate Manager ET can be customized to start the program with your preferred view

Select Tools > Options > Application and select from the dropdown list. In this location you can
define the List that will appear at start up, as well as whether the Reminder Report will open. These
Options are specific to the workstation computer and will not affect the settings of other users in the
firm.

File View Search | Tools | Window Help
{2 Add New File Options » Button Bar
e Securi »
G Open Last File aecurty . e
Workilow f% Clear Cache
' Corporate - / Check for Federal Filing Results %] Hide Notes Cirl+H

H saveand Close L Copy Matter ¥ Refresh |i£] C ocument Builder...

o
| Application

Owerview | Capital | By-Laws / Juisdictions | Administration / Aan

[k Data Maintenance...

Viewls | |
Corporation Import

Application Options X
Application | Settings |
Options
v Show Popup Motes v Show Start Page
v Open Mew Form [~ Do Mot Save Grid Layouts

v Confirrn Contact Quickadd [ Show Server Meszages

W Shaow Favarites Page [w Show Reminder Report
; b aw. Listyiew
[ Show Interactive Help i 10,000

Start with Corporate Liztview

[ Show Location of Corporate Records Wizard
Frevious Application: Erergent Standard without Transfer NLj

QK | Apply | Cloze ‘

Start with a file (the last opened file)
Start with the Corporate Listview

Start with the Corporate Records Listview
Start with Estate Planning Listview

Start with Probate Files Listview
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Turn Reminder report off during Application Startup

Select Tools > Options > Application and select from the drop down list. In this location you can
define whether the program will start with the last file worked on or a List will appear at start up These
Options are specific to the workstation computer and will not affect the settings of other users in the
firm.

The Reminder Report appears when Corporate Manager ET is opened. If this is not needed, uncheck the
Show Reminder Report tickbox.

It is not recommended to deactivate the Show Popup Notes because of the potential of missing
important information.

Reactivating Location of Corporate Records Wizard

When Share transactions are completed, the Location of Corporate Records Wizard will appear so that
the location of the Share Certificate can be recorded. Once the Don't show This Form Next Time tickbox
is checked, this form will not show again on that specific computer. It can be turned on again by going
to Tools > Options > Application and reactivating the check mark next to Show Location of
Corporate Records Wizard.

g Add/Edit Corporate Records - O o
Itam: Share Certificate
Location: Minute Book: e |
Offica: [Tororto |
Description |Share Certificate #: C-19 - Elizabeth Sample |
Number: Next Number
Dste Removed: {nane) -

Removed By:

Date Retumad: inone) ~

MNates:

[] Don't Show This Form Nest Time

OK Cancel

Closing Matters/Viewing Closed Matters

As time progresses, a Corporate Matter may become inactive, whether by Dissolution or the client taking
their files elsewhere. Although you have the option of deleting Matters, you may still want to reference
them from time to time.

It is recommended that you set these Inactive Matters as Closed. This way you can still access them if
required, but they will not clutter up your Lists of current Matters. Once a Matter is closed, the Common
Tasks and Create Documents are deactivated.
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To close a Corporate Matter, select Closed from the File Status dropdown list on the Administration Tab.
This will also stop the Emergent billing process for this particular Matter.

You also have the option of entering a Reason for Closing, Closed Date and a Closed File Number.

Administration

Lowpaeation Bichcifie Lid H Dstes
| [ [= 1] fiames i
Fiench Name [ g k - Cele: Connechiors
Chaigd [ Traineg
. *
Stahg: | = Re-Opered
Belorence: [Conporane Maner Atk
Dice: oo - Updstedt  [zriasznez-
Cient Number.  [245 Clocad e | ——
Matter Numrber: |1 N,mﬁ?:r ol
Slatus:
Fie Mumber. |.55 Fie Status rﬂaul ;I \]
; Gratie: Fegion /
Storage Boy: | . sl A
H"‘h-h__ Impaout o
Minute Boak: . |Inactre o
a - Biling/Eniitp Type. | Ope——————————

P
| Gl A58 2k v B avum Dinecs et b g

Deleted Matters

Delete a Matter by highlighting the desired Matter and clicking the Delete button on the Toolbar on the
Estate Planning List or Probate List. It is then placed in the Deleted Matters List section of the Matter
List. To retrieve a Matter from the Deleted List, double-click on a Matter to open it and set the File
Status to Open on the Administration Tab to return it to the active Matter list.

Update Saved Document Folder Locations

It may be necessary to change the folder name for saved documents in custom folder locations. First,
change the name of the current folder. To then update all saved documents for this matter, follow one
of these two steps:

On the Administration/Annuals Tab at the text window for Where do you want to save
documents? Click on = and point to the new folder.

Where do you | l:l

wank b zave
documents?
Browvse for Folder @

Select document storage directary:

Bl Deskbop ‘

[ S,

OR

In the Created Documents Tab, click on = any document row and select change folder.
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Add Executed Docurment |

|Documents

Document Detailz eBook Tab: | Create
p | Corporate |nformation Sheet [sa
Directors Fegister Open Document
Form 07 - Initisl Retun Maotice of Change

|| Annuals - Client Letter and Bill Brinty
Annuals - Shareholders Resolution Delete
Annuals - Directors Resolution
MNew
|| Corporate Information Sheet Propetties

Corporate | nformation Sheet
| |Directors Register
OM Form 1 - Articles of Incorporation
| [Share Certificate Series 1 [ALL

| |Directors Resclution - Issue Shares[ALL

Refresh Properties

Change folder

Form 16 - Maotice Conceming indJp E

OR-BOXBY

= Edit Details

Point to the renamed folder.

Confirm that the information is correct and choose OK to update the document path.

Update Document Folder

oy are sbout bo update the document location. Click, 0K to update the document path or click “CANCEL" to cancel this update.

I [01d Document Path [New Dacument Path
[3 | C\Emeigent\DocumentsACorporate"00000001 4By Law No. 1 Gen| New Folder Location'By-Law No. 1 GeneralD0000Z doc

Cancel

Research

Corporate Manager ET provides easy access to the Research sites you use most. Click the Research
button on the Toolbar and the browser will open to the chosen search site. There is no need to leave
Corporate Manager ET to open a browser window.

Research '@ Hide Notes  Import Questionnaire

Q Alberta Business Corporations Act

Q British Columbia Business Corporations Act
Canada Business Corporation Act
Canadian Intellectual Property Office
Manitoba Business Corporations Act
Mew Brunswick Business Corporations Act
MNewfoundland Corporations Act

Morthwest Territories Business Corporations Act

Munavut Business Corporations Act
Ontario Business Connects

Ontaric Business Corporation Act

PEI Companies Act

Quebec Business Corporations Act
Saskatchewan Business Corporations Act

@
@
@
@
@
@
Q Mova Scotia Business Corporations Act
@
@
@
@
@
@
@

Yukon Business Corporations Act

Adding items to this list is done through Tools > Data Maintenance > Matter > Research.
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Tools | Window Help L:urk:y';xD:(a Maintenance — _ =R [EcR <=
[ options ¥ |[v] Button Bar . DlDescipior__ Sot it
usiness Copora
Security » Status Bar [ ‘en/o- el 2
N = taiio Business Connect| bi/english/4ibs him 3
P 4
WarkFlow £ Clear Cache - of
Check for Federal Filing Results %) Hide Notes ChrlsH

T2 Copy Matter  § Hefresh | =1C{  Docurnent Builder..

i Documents | Capital | By-Laws ¢ Jurisdictio| Application

% Data Maintenance..
5ks
A

Corporation Irnport

Add the following Values in the corresponding fields:

Description — The text that best describes this website.

Link — The link to this website. NOTE: The link must begin with http://

Sort Order — Determines the order in which these items are displayed in the list.

Note: The Research links are available across all practice areas, which means all users have access to
and will be updated with the same Research links.

Search Online

Research '@ Hid
'@ Ontaric & Federal
@ Woestern & Central Canada
@ U5 & International

Search Online .,

Corporate Manager ET also provides quick access to your most used online provincial search engines.
There is no need to leave Corporate Manager ET to open a browser window. Click the Search Online
button and the browser will open to the chosen search site.

Creating a Mail Merge from Lists

Choose the List that the Mail Merge will be created from. The Corporate Client Contact List will be used
for demonstration purposes.

1. View > Corporation > Client Contact to open the list. View > Probate > Trustee, View >
Probate > Estate Planning > Representative or the Estate Planning File Lists can also be

used.
View | Search Tools Window Help

& Corporate P | @ Accountant

@_' Estate Planning P .:ﬂ Activities

& Probate b |33 Bank
Contacts E Business Mame Registration
4 | Addresses |@ Client Contact

2. Egﬁsure the reqtjired columns are contained in the list. In this case, the Corporation
Name, the Client Contact and the Full Address columns.
3. Choose any or all the Corporations to be included in the mail merge.
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o
Joseph Sampl Fitchie jos@emal.com

Name Change: Joseph Sample Ritchie joet@email com
NewCo Corporation Joseph Sample Ritchie joet@email com
Finaiieachd Shareholders Test | Heather Sample Ritchie

Ie R

i Brian@rample. com
5 Playtime Annuals Corp. Joseph Sampls Ritchis 100 Lyal Averue jos@email com
. Pl D, [0 3 Open n

chie: 1 i

4. Click Save to File '2™ W Svetofle X 04 cave as HTML. Saving as an HTML file is the
most versatile format. There is no need to convert to Excel or a CSV file.
The most common use of the Mail Merge feature is mass mailings to a client list, whether an annual
information bulletin or to advise of new legislative requirements. Most firms also have an existing style of
mailing labels with logos and return address. Before beginning the mail merge, either draft the
correspondence or open the mailing labels.

1. Next, choose Mailings from the Toolbar or Toolbar Ribbon to start the Mail Merge.
Mailing Labels.doc [CompatibilibeMode] - Word

AGE LAYOUT REFERENCE EVIEW VIEW DEVE

7. On theStart »I\‘/'Iaill'Méyli'g.e”drc')ypdown, select th.e“starting document. If Labels is the
starting document, there will be a further step to choose the type of labels. Click OK
and then Cancel. This triggers the proper actions for the next steps in creating the
labels.

2. Click on Select Recipients and choose Use an Existing List and then Browse to the

saved HTML file and select for use.

. P
INSERT ~ DESIGN  PAGELAYOUT  REFER > ThisPC > Desktop > v|O | SearchD
% E w folder
tMail  Select Edit Highlight Adc o
rge~ |Recipients » Recipient List | Merge Fields Bl Mame Dz
T Ty ¢ Lis = -
= EE TypeaNewList.. |2| Corporate - Client Contact List.htm 12
Us Existing List... -
B Usganisting L [T Mailing Labels.doc 2
[85] Choose from Qutlook Contacts... T
8. M= Will.docx 10
3. Click Edit Recipient List to edit any duplicates, etc.
Mail Merge Recipients ? X
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
Data Source | [v |Client_Contact - |Corpovation_Name - | Full_Address - | Mal A
ChUsers\jturnerE.. [ Adrian NAME Smith Adrian NAME Smith Op
ChUsers\jturner.E.. [¥  Annette Sample Jones 3333333 NameCo.Inc. 100 Main Street Suite 2. Op
C\Users\jturner.E... [¥  Brian Ritchie Smith Professional Cor... 100 Lyall Avenue Toron... Op
CAUsers\jturnerE.. [¥  Brian Ritchie Reed Professional Corp... 100 Lyall Avenue Toron... Op
CAUsers\jturnerE.. [ Brian Ritchie Pitt Professional Corpo... 100 Lyall Avenue Toron... Op
EC:‘~_User5‘~_iturner.E.. George Sample Jones Testing Corp 100 Lyall Avenue Toron...
CAUsers\jturnerE.. [ George SampleRitchie  Test 2 Corp. 100 Lyall Avenue Toron... Op
CAUsers\jturnerE.. [¥ Heather Sample Ritchie  Piobaireachd Appreciat... 635 Malvern Avenue T.. Op e
< - T e . - -
Data Source Refine recipient list
C:\Users\jturner.EMERGENTT %) sort..
T Elter...
¥4 Find duplicates...
9 [7) Find recipient...
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4. Next, add the fields that will be used for the Mail Merge.

10.

5. When satisfied with the spacing, fonts and layout of the labels, click Update all Labels to

11.

6. You can then preview by clicking Preview Results, which will display the end result, either
the correspondence or, if a full page of mailing labels, the first page. This allows you to

12.

13.

display the columns included from the Client Contact List.

ICES MAILINGS

= s | @y
: == Q% Match Fields
=55 Greeting Insert Merge reviel

k Line  Field= |2 Updatelabels | gy
Write & Ir Client_Contact

REVIEW VIEW DEVI

Full_Address
Matter_Status cLe
Client_Email_1

Corporation_MName

@mergent

123 Main Street, Suite 101
Wherever, Ontario

«Corporation_Name»
#«Full_Address»

Attention: Client Contact»

create a full page of individual labels.*

[+

(emerge

123 Main Street, Suite 101
Wherever, Ontario

(emergent

123 Mzin Strest, Suite 101
Wheraver, Ontario

«Corporation_Name»
wFull_Address»

Attention: #Client_Contact»

#Next

. (emergent

123 Main Street, Suite 101
Wherever, Ontario

#Corporation_Name»
«Full_Address»

Attention: «Client_Contact»

check that the merge fields and formatting are correct.

VIEW DEVELOPER ADD-INS [#] DESIGN
. @ TICHE > M D 5
1 Fields | [©Find Recipient =
Preview Finish &
e labels | pecylts B} Check for Errors Merge ~
Preview Results Finish

Piobaireachd Appreciation Inc.
635 Malvern Avenue
Toronto, ON M6W 4C8

Attention: Heather Sample Ritchie

Caledonia Highlands Annuals Inc.
100 Lyall Avenue
Toronto, ON M4E 1A9

Attention: Joseph Sample Ritchie

Click Insert Merge Field to
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7. When the results are satisfactory, click on Finish & Merge and select Edit Individual

[P

A AE"

Finish &
Errors Merge -

| DD Edit Individual Documents...

ient

E"@ Print Documents...

Merge to New Document (Alt+Shift+N)
Lo 3B Send Email Messages..,

14.

=

L Merge to New Document 7 >

Merge records

O Current record
O From: To:

L e |
— _—

8. The end result will be the me‘rged document for final editing and printing.

*Note: if the logo and return address are in separate cells from the merge fields, use the following
procedure:

As in step 4 above, select the merge fields and arrange the label formatting. When satisfied, click
Update Labels. You will note NEXT RECORD appears in the logo/return address cell of each label.

|

o dNext

(emergent. '@ mergent

Wherever, Ontariok

123-Main-Streetd)
Wherever, Ontarion

4]

«Corporation_Namex»1]
wFull_Addressaq

1
Attention:-#Client_Contactisu

Record» Record»

(emergent (emergent

15. Copy and paste the merge fields into the blank cells. Continue with step 6 above.
16.
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