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Overview

The Legal Kiosk™ is a document sharing software application designed to allow specific files or
documents to be shared with your internal staff, clients, or anyone with authorized access to view
them. Files are arranged by practice area and shared documents are specific to each file within
a practice area. Documents can be government forms, contracts, agreements, resolutions, share
certificates, work plans, firm accounts, correspondence, financial documents etc. Essentially, any
draft, final or executed document can be shared using the Legal Kiosk™. Sharing documents
using the Legal Kiosk™ is faster and more secure than sending documents by email and allows
you to remain in control.
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Legal Kiosk™ Admin Management

Any user account at Administrator level has access to the Admin Management area, which consists
of three sections: User Access, My Legal Kiosk™ Management, and Practice Area Management.

lome > Admin Management

Admin Management

&I User Access

,a—: My Legal Kiosk™ Management
F 2

,p} Practice Area Management
o

User Access Section

The User access section is used to create user accounts and manage access rights to files and
documents.

Adding a New User

If you would like to grant access to the Legal Kiosk™ to someone, you will need to create a User
Account for that person. This is a two-step process using email verification, and is the same for
both internal and external users.

In the User name section, click the + Add New User button

e ]

+ Add New User

AbigaleS (Abigale Smith)

ASmith (Amber Smith)

Jamie (Jamie Lauchlan)

loan fleaan THirnar)

The User: *New User* form now appears — this consists of three tabs — Basic, Files, and
Documents.
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1. On the Basic tab, enter the email address and select the User Type from the dropdown

Individual -

Select a User Type...

Individual

Law Firm Employee

There are two types:

(a) Law Firm Employee — an internal user, such as a member of the firm
(b) Individual — an external user, such as a client or accountant

2. Select the Access Level for the user
Individual Access Level Law Firm Employee Access Levels
Client Administrators
Select group... Select group...
Client Administrators
Read-Only (Internal)

(a) For Law Firm Employees, two choices are available:
o Administrators
o Administrators can add users, files, documents, contacts, and also
change aspects of the Legal Kiosk™ configuration itself, as well as
being granted access to all files/documents (unless specifically
denied access to a file or document).

. Read-Only (Internal)
o Users have access to ONLY view all files/documents and contacts
by default

(b) For Individuals, there is only one choice — Client. This allows that user to view
only the files/documents they have been specifically granted access to.
. To grant such access, click the Files or Documents tab to grant access
to a file, or to specific documents as explained in Granting Access to Files
and Documents

3. The user will receive a welcome email with instructions on how to compete the registration
process.
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Hello,

You have been given access to Legal And Friends Legal Kiosk™.

Please follow the link below fo complete the registration process
and gain access o your files

Access Legal And Friends
Legal Kiosk™ ::

(a) When they click the blue access button, they will be taken to the Registration Page:

User Name

Password

Confirm Password

First Name

Middle Name

Last Name

Address

USE AGREEMENT

than "Closed”

area of law firm activity.

Customer;

I Accept @

Abigale

Abigale
sample
Smith

123 Main Street, Erin, Ontario NOB 170

TERMS OF USE

This Use Agreement (the "Agreement") is entered into between 2028505 Ontario Lid. ofa
Emergent Technologies (Licensor*) and the firm, corporation, partnership, individual o other legal

entity who purchased the license or right to use the Product (“Customer”).

1. Definitions . In addition to any definitions in the body of this Agreement, the Tollowing
definitions shall apply to this Agreement

a. " Active File " means all existing or added files within a Product which have a File status ofher

b. "Files" mean all files in a Product including, without limitation, active, inactive, closed and
deleted files. A File can include any electronic book of documents related to a matter, commonly
referred 0 as a virtual minute book, a virtual vault, eBook or any other file related to 2 practice

c. "Order’ means a written, online or electronic quotation, order, invoice or other document from
the Licensor, and acknowledge by the Customer, setting out the Product being provided to

Z Register

They will then be able to create their own Username and Password, as well as fill in First,
Middle, Last name and Address. The Contact is created automatically by this registration
process. If the individual does exist as a contact in Legal Kiosk™, they will only have to
create their User Name and Password.

(b) Check the I Accept box and click Register
(c) The user’s browser then opens the firm’s Legal Kiosk™ Login Page, where
Username and Password can be entered.

If file or document access was not granted during the initial setup process, the process of
granting access to files and documents can be continued in the Admin Management

Tab. The new user will be visible in the User Name column.
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Resending a Registration

Click on the email address associated with the registration (pending or expired). Once the user
page appears displaying the Pending User details, you can change thee mail address and/or
simply resend by clicking Resend Registration at the bottom right of the screen.

Resend Registration

Removing a Registration Expired User

Click on the email address associated with the expired registration. Once the user page appears
displaying the Pending User details, click Remove Pending Registration at the bottom right

of the screen.
Remove Pending Registration

Deleting a User

Select the User to be deleted in the Admin Management>User Access section. in the User Name
and when the Contact Information window opens, click Delete. Note that Users and Contacts
are independent of each other and must be deleted from each area individually.

Adding a New Contact

Note: This section is reserved for future features and creating the contact in this
manner will not start the registration process or generate any email notification.

New Contacts can be added in the Contact Section for reference purposes, however, until they
are added as a New User as set out above, they will have no access to Legal Kiosk™ files.

New Contact x
Type Please selecta Type v
| Please select a Type |
Phone Number Company
Individual
Address )
Law Firm Employee
[ovee [sme [ o

There are three types available:

(a) Individual — an external user, such as a client or accountant

(b) Law Firm Employee — an internal user, such as a member of the firm

(c) Company — has no Legal Kiosk™ functionality beyond reference. This feature will
be activated in a future version of Legal Kiosk™
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1. Select the contact type for the proper information fields

2. Enter the necessary information

Deleting a Contact

Select the Contact to be deleted on the Contact List and when the Contact Information window
opens, click Delete. Note that Contacts and Users are independent of each other and
must be deleted from each area individually.

Granting Access to Files and Documents

Law Firm Employees have access to ALL files and associated documents by default. For most
firms, once Access Level has been set for firm users, all setup is complete and you can click the
Save button at the bottom right-hand corner of the screen.

Individual users have NO default access to any file or document. Each Individual user will need
to have file/document access specifically granted. This can also be done during the initial setup
of the Individual.

All types of permissions start from the Admin Management > User Access screen

Documents

+ Add New User Alba's Finest Inc File Document

Abigales (Abigale Smith)

Caledonia Highlands Inc.

» Alba's Finest Inc

Asmith (Amber Smith)

Piobaireachd Appreciation Inc

4 Caledonia Highlands Inc

Jamie (Jamie Lauchlan)

Annuals - 2016

Jean (Jean Turner)

Annuals - 2017
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To a Specific User (One User to Many Files)

+ Add New User

Abigales (Abigale Smith)
ASmith (Amber Smith)

Jamie (Jamie Lauchlan)

loan (loon Thiirnor)

1. Click on the user name you wish to assign a file to and then click on the Files tab

Basic Files | Documents

User Name Marley
First Name Marley
Last Name Smythe

User Type | Individual

AccessLevel | Client

Accessible Documents:
Accessible Files:

Restricted Documents:

Basic ‘ Files ‘ Documents
Restricted Files Accessible Files search
Brad's file n 123457182 Ontario Ltd.
Ela Will Test Arden's Chocolates
Global Domination Corporation . Jack's closing
Mike's Company u Regis Smith
2. Two columns detail the following:

(a) Restricted Files — files in the Legal Kiosk™ this user does NOT have access to
(b) Accessible Files — files the user has access to

3. Select the file you wish to grant/remove access for and click the appropriate arrow button.
The double arrow button will add/remove all files in the column.

4, Click Save
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For a Specific File (One File to Many Users)
e O |

123457182 Ontario Ltd.
Arden's Chocolates

Brad's file

Ela Will Test

Global Domination Corporation
Jack's closing

Mike's Company

Regis Smith

Click on the file name you wish to allow access to and then click on the Users tab

File: Caledonia Highlands Inc.

Basic Users

File Name

File Number

Users:

Caledonia Highlands Inc.

195871

File: Caledonia Highlands Inc.

Basic | Users

User with no access Search Users with access

Search

Marley (Marley Turner)

Two columns detail the following:

. Abigales (Abigale Smith)
Asmith (Amber Smith)
. Jamie (Jamie Lauchlan)

u Jean (Jean Turner)
trainil i i

(a) Users with no access — users who do NOT have access to the file

(b) Users with access — users that have access to the file

Select the user you wish to grant/remove access for and click the appropriate arrow
button. The double arrow button will add/remove all files in the column.

Click Save
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To a Specific Document

e —

4 Caledonia Highlands Inc.

Annuals - 2016

Annuals - 2017

By-Law 1

By-Law 2

Corporate Information Sheet

Directors Register

Incorporation Reporting Letter

Officer Register

Organization Resolutions - Directors & Shareholders

Shareholders Register

Click on the document name you wish to allow access to and then click on the Users tab

Document: Incorporation Reporting Letter

Basic Users

Document Name| Incorporation Reportir

Users: 0
Document: Incorporation Reporting Letter
Basic | Users
User with no access [ searcn Users with access [ Search
Marley (Marley Turner ) - Abigales (Abigale Smith)
Asmith (Amber Smith)
- Jamie (Jamie Lauchlan)
n Jean (Jean Turner)
ingki in (¢ )

Two columns detail the following:

(a) Users with no access — users who do NOT have access to the document
(b) Users with access — users that have access to the document

Select the user you wish to grant/remove access for and click the appropriate arrow button

Click Save

Logging in to the Legal Kiosk™

To login to the Legal Kiosk™, open a web browser on your PC, laptop, tablet or smart phone and
navigate to your firm’s Legal Kiosk™ site.

At the Login Page enter your User Name and Password and click Login

10
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TRUST
RABLE

Home Page

After logging in, the Home page will appear, displaying a list of “practice areas” (areas of law)
the firm has made available in the Legal Kiosk™:

!{ Intellectual Property & Technology 1File

E To return to the Home page, click the Home icon located in the top left-hand corner of
the Legal Kiosk™ page

To logout of the Legal Kiosk™ click the Logout icon located in the top right-hand
corner of the Legal Kiosk™ page

Viewing Files

To select a Practice Area, click on the row — the area will appear highlighted as you hover over
it, and the number of files within each Practice Area is displayed on the right. The All Files practice
area contains the files across all practice areas that the user has access to.

F ‘Commercial Real Estate 1File
Corporate Records 15 Files
il/i Corporate Tax 1 File

You will now see a list of files within the selected practice area. The number of documents within
each file is displayed on the right.

11
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Click on the name of the file, or type the name you are searching for in the Search Files box —

this will then display only the files that match your search criteria. On the immediate left of the
document count for each file are two icons:

& Click on the download icon to download a PDF copy of the entire book as a single file
called Virtual Minute Book.pdf.

P Click on this icon to EDIT or DELETE the file (Internal Administrative users only. This
option is never available to Read Only or Client Users)

0 Add File Click this button to add a NEW file within the practice area

SRA S Click the Sort By: button to change the sort order of the files:

= I
]

3I

]

o Select Name to sort by name (default)

Document Count . Document Count - sorts files by the number of documents

Effective Date o Effective Date — sorts by the most recent effective date of documents
in the file

Click the B button to choose ascending or descending sort order within a
Sort By: option

Enter a search parameter in this box to search for
the file you want without scrolling through a long
list

Viewing Contacts (Internal Users only)

The Legal Kiosk™ allows you to create and maintain Contacts using the Contact Icon.

& &

Home> contacts

BAdd New Contact ~ SortBy: Name~ |5

Names User Name  Email Phone Number Contact Type Address

Arthur Attorney m (403) 298-2400 Law Firm Employee 15-7895 Tranmere Drive, Mississauj ga, ON L55 1V9

Brad Elliot Pitt Brad dcooper £a {416) 2329867 Individual 1012 River Street, Ottawa, ON M2M 2M2

Danielle Young dyoung

Law Firm Employee 15-7895 Tranmere Drive, Mississauj iga, ON LS5 1V9

12
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€

Click the Sort By: button to change the sort order of the files:

Name e Select Name to sort by name (default)
e User Name — sorts files by Contact’s user name (if applicable)
User Name e Type — sorts by Contact type (i.e. Law Firm Employee)
Type '« Phone Number
e Address
Phone Number .
e Email
Address
Email ' Click the B button to choose ascending or descending sort order within

a Sort By: option
Enter a search parameter in this box to search
for the contact(s) you want without scrolling

_ through the entire list
Click this button to add a NEW contact

Viewing eBooks

Once a file has been selected, the file will open to a two-page “book view” of the eBook. The
example below shows the Virtual Minute Book for a Corporate file:

Arden’'s Chocolates

Virtual Minute Book
As of April 27, 2018

Table Of Contents

Corporate Summary

Corporate Information Sheet

Arden's

Corporate Information Sheet
Chocolates -

Qctober 07, 2009

F—F—=

File Number: 2
Client Contact: James Duncan Lauchlan
Primary Timekeeper: Arthur Attorney
Responsible Lawyer: Arthur Attorney

Resolutions

Shareholders
Shareholder Resolution re Organization
Paralegal/Clerk: Danielle Young Directors
Home Jurisdiction: Ontario Consent to Act as a Director - Brad Pitt October 07, 2009
File status: Open Directors Resolution re Issue Shares to Dianne  October 07,
Emily Smith 2009
Directors Resolution re Organization ______ October 07, 2009

October 07, 2009

General

By-Laws
By Law #1 October 07, 2009
[ — ] By Law #2 October 07, 2009

Articles & Amendments

Articles
Articles of Incarporation

October 07, 2009

On the left-hand side is the cover page, containing file details such as File/Matter Number, Home
Jurisdiction, Client Contact, Primary Timekeeper, Responsible Lawyer, and Clerk/Paralegal. The
right-hand side of the page displays the Table of Contents.

13
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eBook Menu

Single Page View

Book View

Edit

Click this button to switch between the default two-page Book View
and a vertically scrolling Single Page View.

The lable on the button will always show the view NOT selected at the
present time.

If your User account has Administrator rights, the Edit button is available
and allows you to edit file details, add/remove documents, or delete a
file.

Enter a search parameter in this box to

0/0 .
<) © search for a file.
T Click the Download button to download any document within the file,
or all documents as a single “book”.
Click the Download
Select files to download button to download a
PDF copy of the
= correspondin single
Articles of Amendment documpent. g g
Articles of Incorporation Clle the Download A"
button to download all
By Law #1 documents as a
complete  eBook -
Bytawe complete with cover
Consent to Act as a Director - Brad Pitt ) page’ Table Of Contentsl
and section dividers.

Table of Contents

The Table of Contents lists each section and subsection of the eBook. Under each subsection you
will see the added documents. To the right of each document you will see the Effective Date.

To open a specific document, hover over the document name (it will appear highlighted) and click
— in this example, the Directors’ Register has been selected:

Table Of Contents

& Corporate Summary

& Corporate Information Sheet
Corporate Information Sheet February 08, 2018

@ Ledgers & Registers

B Shareholders' Register General
Shareholders' Register February 08, 2018
& Directors’ Register

B Officers’ Register
Officers’ Register February 08, 2018

14
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&ABLE 123457182 ONTARIO LTD.
LAWYERS | AVOCATS Directors Register
Director Address Elected Resigned
1012 River street
Brad Pitt Ottawa, ON M2M 2M2 Jun 5, 2014 Feb 27, 2017

Creating and Editing Files

To create a NEW file:

1. Select the practice area (the following example uses Corporate Records)
2. Click +Add File
3. The New File form will appear:

e N

File Details

File Name
File/Matter Number
Client Number

Home Jurisdiction

Flestaus

Default Document No documents to select.

Contacts

Primary TimeKeeper | Selecta Contact v paralegal/Clerk |Selecta Contact  +
Responsible Lawyer | Select a Contact v Client Contact | Select a Contact v

Cancel m

Basic Tab

The Basic tab is active — the Documents tab is initially greyed out since documents cannot be
added until the file has been created.

Note: The only required fields are File Name and File Number

15
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File Name
File/Matter Number
Client Number

File Status

Home Jurisdiction
Primary Timekeeper

Responsible Lawyer

Text field
Text field
Text field

Dropdown with two options — Open or Closed. Open files can
be viewed by any User (assuming required access rights).
Closed files can only be viewed by Internal Users (Law Firm
Employee)

Text field
Select an existing Contact or create one

Select an existing Contact or create one

Paralegal/Clerk Select an existing Contact or create one
Client Contact Select an existing Contact or create one
Primary TimeKeeper | Select a Contact v
| Select a Contact |
Ri ble L
esponsible Lawyer Add New Contact
Arthur Attorney
Danielle Young
Caledonia Highlands Inc. 4 b4
Basic Documents
File Details
File Name Caledonia Highlands Inc.
File/Matter Number 195871
Client Number
Home Jurisdiction Ontario
File Status | Open M
Default Document | By-Law 1 v
Contacts
Primary TimeKeeper | Abigale Samples... v Paralegal/Clerk  Jean H.Turner v
Responsible Lawyer | Abigale SampleS... Client Contact | Marley Sample Rit... «
=

Click Save to create the file. If you decide you do not wish to create this file, click Cancel.

Documents Tab

The Documents tab opens directly after saving the newly created file. You can now add

documents to the file.

16
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Acme Company

Basic | Documents

Description

‘ Group Name Subgroup Name Effective Date |

No items to display

Add new Document

1. Click Add new Document — the following form appears:

Acme Company x

Description

Effective Date

‘ June 26, 2018

=]

Document Group

‘ select a group

Add Document

2. Click Select File

Open

4 > ThisPC » Desktop

v|®| | Search Deskiop
Organize +  New folder

= @M @
& OneDrive A Name Date medified Type Size
[ This PC No items match your search.
B 3D Objects

[ Desktop

[£] Documents

4 Downleads

D music

&=] Pictures

B videos
i TI308470D0D (C:)
£ Network
2 Camena

5l Photos

~

File name: |

| [anfies ¢y

3. Navigate to the location of the document you wish to add. Select the document(s) and
double-click to select or click Open.

17
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Caledonia Highlands Corp. X

Select File(S) Or Drag And Drop Here.
Directors Register000000.Docx

File Name Description Group Subgroup

Directors Register000000.docx Directors Register ‘ Ledgers & Registers v ‘ ‘ Directors’ Register v ‘ A

4. Now enter the Description, and select the Group and Subgroup using the dropdowns.
These are required fields and if one is not entered, the document will not be saved to the
file and not appear as a link in the Table of Contents.

Click Next Step to add the document to the file.
6. Click No to add the document to the Minute Book with no further steps necessary.

Caledonia Highlands Corp. X

Would you like to send these document(s) for e-signature?

7. The document will now appear in the Table of Contents and can be viewed. Click Cancel
if you decide not to.

8. Click Yes if the documents are to be sent for signature using DocuSign.

Deleting a File

If this file is no longer needed in Legal Kiosk, click Delete and the file, together with all uploaded
documents, will be deleted from Legal Kiosk

DocuSign

Note: It is not recommended to add New Users through DocuSign. Add New Users
as set out above to start the registration process. Document Recipients must
complete the registration process before accessing documents.

1. Enter the Effective Date and click Next Step.

18
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Caledonia Highlands Corp.

File Name Description Effective Date

_ _ ) v 8/10/2021 ‘ = ‘
Directors ReglsterOOOOOO.docx Directors Rengter

O when document s signed

2. At this point, the standard Email Subject and Body can be used or modified. Select the
Recipient using the dropdown. Use the Add Recipient button if the documents are being
signed by more than one person. The order of hames can be changed by dragging the
= handle to reorder. Checking the Sign in this order tickbox will send the notification
emails in that order.

Note: All Contacts in Legal Kiosk are available in the dropdown. If the wrong contact is
selected, they will have access to the document, but not the related file.

3. Select the Signing Requirements. Receives a Copy will send the email with a link to
review the document, but there are no signature areas.

Caledonia Highlands Inc. X

Email Subject . . :
Legal Kiosk™ - Document(s) requiring your signature via DocuSign

Email Body

You have been sent decument(s) that require your signature.

Marter: Caledonia Highlan
Directors Resolutions (2020)

RECIPIENTS (drag to re-order)

Contact Name Email Signing Requirements
= | Marley Sample Ritchie | v | I | Needs to Sign v | =
= |j H Ritchie | - | I - | Needs to Sign v | =
= |T'[m Turner | v | I o |Needs to Sign A | ~
— |jean H. Turner | v | - |Re:eivesa Copy v | =

Sign in this order

Add Recipient Submit To DocuSign

4. Using the Name dropdown, select the contact name and drag to the signature location

‘O\ Search Fields x ‘ The undersigned, being all the directors of the Corporation, hereby consent to and appr¢
foregoing resolutions in accordance with the provisions of the Business Corpoi
Standard Fields Act (Olll'dri(l),
[r2} .
+ [ soaure DATED the 30™ day of August, 2020.
& DS initial
Sign Sign
@ [5) Date signed + i
/B reme Joseph Sample Ritchie Davey Sample (Name) Jongs T
& =& Email i
Bl company Albert Sample Smith
W Tite
T Text

5. Once all the signatures are set, reminders, etc. can be set using the Actions button and
then click Send.

19
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6. The document will appear in the Minute Book Table of Contents as in yellow.

OrganZzauon Resoruuons - SERLEMPEr 15, ZUT7
Directors & Shareholders

Select option v
shareholders Resolutions

7. The Select option button will allow you to void or resend the DocuSign envelope, and
clicking history will show the activity on the envelope.

My Legal Kiosk™ Management

Firm Information

This area contains the firm information that appears on the cover and back pages of eBooks, and
also on the side bar. In most cases this information is entered when your Legal Kiosk™ site is
created. To change any of the information, update the field and click Save.

Firm Profile

This allows you to add/change a firm logo to the top of Legal Kiosk™ sidebar.

1. Click the Upload Firm Logo

20
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2. Navigate to the location of the image file you wish to add. Select the file and then click
Open.

Firm Profile

Upload Firm
Logo

trust.jpg
124.56 KB

3. Click Save to make the change.

Note: Changes to the firm information cannot be undone.

Practice Area Management

By default, all Practice Areas in the Legal Kiosk™ are Visible. To Hide any Practice Area, click the
button on the far right by the practice area you wish to hide — the practice area will then say
Hidden and will no longer be visible in the Legal Kiosk™.

w &
lome > Admin Management > Practice Area Management

Fresies v T R
Accounts
All Files
Bankruptcy & Insolvency
Commercial Real Estate
Corporate Records
Corporate Tax

Note: Files and associated documents under any Hidden practice area will also be hidden
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