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1. ABOUT GLOBAL PORTAL

Global Portal is an online digital collaboration platform for BDO professionals to efficiently engage
with their clients. It acts as a central, secure location where all engagement material and associated
collateral can be stored and worked on by both clients and their BDO advisers. It is a key interface for
BDO's digital client experience.

By working in partnership with Microsoft, an online collaboration space has been developed that
allows BDO advisers and their clients to embark on a truly digital relationship that can last for a client’s
entire lifetime with BDO.

2. PORTAL LOGIN

2.1 Login via an email invitation

If you are a new user, you can access Global Portal only after you have been invited by your BDO
contact. You will receive an email invitation which you need to accept to be able to log in to Global
Portal. A sample email is provided in the below screenshot.

Please note:  Global Portal sends emails for notifications on projects where you are added. The
email address these notifications are coming from is: No-reply@portal.bdo.global.
Please add this email address to your safe recipients list.

BDO Global Portal: Invitation to BDO Portal & B rullscreen ¥

BDO

Dear Erika Edwards,

We are pleased to welcome you fo the EDO Global Portal, the online collaboration

workspace for interacting with E:’

Your user name to login is: r5_0clientuser1@mail.com

Please open this link in 8 browser to accept your invite:
portal.bdo. global

Thanlk you for joining the BDO Global Portal, if you have any questions please

refer to your contact alED

BDO

ou are receiving this email because of your settings
within the BDO Global Portal.

To accept the invitation, click the portal.bdo.global link in the invitation email and type in your email
address in the authentication window.

© Brussels Worldwide Services BV 2026 4



BDO

. . _ cion
e If you are using a Microsoft account, enter your email and fgnin

password. _
e Ifyou have a non-federated account such as Gmail, Hotmail,

etc., the login process requires a one-time password (OTP).

This one-time password (or “account verification code”) is

R5.0ClientUser! @mail.com

. . . Thiough this page you are signing-in into a BDO

sent to your email and you need to use it to log in. A new Giobal I appiication, Da nat share your ign-in

. . . .. credentials. Contact servicedesk@bdo.global for
verification code is generated on every visit to Global Portal. support

See an example of a one-time password email:
Your BDO 0365 GP ACC EMEA account verification code

“ From: | BDO 0365 GP ACC EMEA (va Micrasalt) €
BDO 0365 GP ACC EMEA

Account verification code

Te eccess BDO 0365 GP ACC EMEA's apps and resources, please use the code below for account
werification. The code will cnly work for 30 manutes.

Account verification code:

19059396

IF you didn't request a code, you can ignore this email.

Privacy Statemeant
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

e If Multi-factor authentication (MFA) is enabled, you need to complete additional authentication
steps, such as entering a code from your Authenticator App (Microsoft Authenticator
recommended).

Note: Multi-Factor Authentication (MFA) is a digital security method enabled in some locations: you
will be prompted during login to authenticate using your registered method. In some cases,
you can be requested to complete MFA twice. This occurs when your account has its own MFA
settings activated. This is the expected behaviour so please continue to log in as usual. If you
want to review or change your account's MFA settings, visit Microsoft's secure page
https://aka.ms/mysecurityinfo. Please reach out to your BDO contact, if you need further
assistance with MFA.

2.2 Recommendation: Prepare for upcoming Microsoft authentication
changes

Microsoft will retire SMS and voice verification methods for MFA from 1 February 2027. To
maintain access to Global Portal, register a phishing-resistant authentication method, such as a
passkey, or add Microsoft Authenticator as an alternative verification method. Read more at
aka.ms/passkeybydefault

2.3 Login via the global landing page
[BDO Global Portal Aot Femutes PG kst D ©

BDO Global Portal

One location with all the information
you need

© Brussels Worldwide Services BV 2026 5



Visit https://portal.bdo.global. Enter your email address and click the Log in now button. You will be
redirected to the BDO login and authentication page where you need to log in with your email and
password (see above).

Tip:  Add https://portal.bdo.global to your browser bookmarks for quicker access. Please reach out
to your BDO contact, if you experience any login difficulties.

2.4 Permissions prompt

When logging in to Global Portal for the first time, you will see a "Permission requested” prompt. This
is a standard Microsoft message to inform you about the process of granting authorization to Global
Portal to access protected resources on your behalf. For more information, please refer to Microsoft's
Consent experience for applications in Microsoft Entra ID article.

|IBDO

Jade.Smith@outlook.com

Permissions requested by:

IBDO BDO 0365 GP. PRD NA
bdogpna.onmicrosoft.com

By accepting, you allow this organization to:

' Receive your profile data

~ Collect and log your activity

v/ Use your profile data and activity data

You should only accept if you trust BDO 0365 GP PRD NA. Read
BDO 0365 GP PRD NA's privacy statement. You can update these
permissions at https://myaccount.microsoft.com/organizations.

Learn maore

This resource is not shared by Microsoft.

o

Press the Accept button to proceed with the login and start working with Global Portal.

Terms and conditions apply and can vary per jurisdiction. Upon successful login users will be
prompted to accept Global Portal’'s Terms and Conditions.

For more information on the initial setup visit the chapter on Special task types: subject to additional
configuration by BDO

2.4.1 Signing and Approval tasks

Note: The Signing task is available only where and integration with DocuSign has been
implemented. The Approval task is used to get sign-off on draft documents without a signature,
such as draft tax returns or audit reports.
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When a BDO user needs to request a signature, they will add you as an assignee to a Signing task in
Global Portal. The Approval task is used to get sign-off on draft documents without a signature, such
as draft tax returns or audit reports. Signing tasks have integration with DocuSign while Approval
tasks have similar functionality for approving documents without DocuSign integration.

As an assignee you will start following the task and will get notifications based on your notification
preference (status changes, comments, etc.). If you are the first (or only) assignee of the task, you will
receive an email notification indicating that this task is open. When the signing order is set, additional
assignees receive an email notification when it is their turn to sign the document. They can simply
click on Go to task in the email, which will redirect them to the task in Global Portal.

In addition to the email notification, you will also get a bell icon notification on Global Portal
indicating that there is a signing task ready for signing.

When you go to the task, you will see the task overview page that gives you additional information on
the signing task. You can hover over the people icon to see the ordered list. The Green Icon next to
the name indicates, that assignees already signed the documents. You have the option to download
the PDF file so you can review the document before signing the document in DocuSign.

To provide a signature or approval, go to Tasks, choose the project and open the Signing/Approval
task you are assigned to. Review the documents and press the Sign or Decline button in a Signing
task or the Reject and Complete buttons in an Approval task.

4 Sign final document &

Open | Due April 30, 2025 Fa @

Description

Sign the document attached to this task

File(s) for signing 1 Download all

g2 Consoclidated Cash Flow.docx 4

5 Approval step %
Open | (@ Due April 30, 2025 2@
Description
Approve task as part of the finalization of the engagement.
File(s) for approval 1 Download all

g Consolidated Cash Flow.docx 4k

Please note that if you are on the ordered list and there are other assignees above you who have not
signed the document yet, the Sign or Decline button will be greyed out with the message “Assignees
prior to the current user have not signed or declined the task."

When it is your turn to sign the document, the Sign or decline button will become green.

Clicking on the Sign or decline button will give you the below notification which indicates that you
will be taken into the DocuSign platform so you can sign the document.

Once you are in the DocuSign platform, you have the option to click on Start and the system will
highlight the areas where you need to provide your initials and signature.
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Please review the documents below. | FINISH | OTHER ACTIONS v

DGEMONS TRATION DOCUMENT ONLY
DocuSign Envelope ID: FCESTFCA-FCAF-4333-8048-880BEEBDREAD PROVIDED BY DOC

START 898 ¥ 2190200

Best practice for smart templates

1) Write the name of the creator and purpose of template in Description

| nitiat S

3 +

2/2/2024

Once everyone who is assigned signs the DocuSign document, the completed document can be found
on the Documents page and in task overview page (in the File(s) section). This document cannot be
edited.

Note: Approval tasks do not support signing order and can be signed at any time by each assignee.

2.4.2 Client request tasks

Note: If your BDO adviser has enabled the feature for client users to create “Client request”
tasks, you will be able to see the “Create” button in the top right corner of the Tasks page. If the
“Create” button is not visible, then this option is not available.

A Client request task can be created by a Client admin or a Client user. For client request tasks, the
button Deliver request is always active, allowing you to deliver the task at any time, regardless of
assignment status. If you are not the assigned user for a task, you can still deliver it. Upon delivery,
you will be automatically added as the assignee. Once the task is delivered, the Recall task button
replaces the Deliver Request button. Click it to change task status to in progress.

Upload the document to the Uploads section or add a comment to change task status to in progress.
2.4.2.1 Create Client request task

Client admins and users can create Client request tasks and even new task groups, provided
permissions have been granted by BDO users. In the Tasks page click the button Create and select
Task. Select any project and all other fields will be revealed for Client request.

© Brussels Worldwide Services BV 2026 8



Create task

Title * Task group *

Start date * Due date Extended due date

0B/19/2025 B:00 AM =] 08/19/2025 5:00 PM =} Enter or select 2 date &

stage © Substage @ Entity

Other grouping

There are following fields in task creation form:

e Project — can be selected any project where Client requests are allowed.
e Type — prefilled with Client request and not editable.
e Index —up to 10 symbols can be entered.

e Owner (mandatory) — prefilled with current user but can be changed to any other client or

BDO user, except reader.
e Title (mandatory) - up to 225 characters can be entered

e Task group (mandatory) - can be selected from the dropdown list or newly created if it is
allowed in the project. To create new group, enter unique group title and click the line Create:

[task group].
e Description — formatting can be applied to the text entered in this field.

e Assignees (mandatory) - at least one BDO assignee must be added. Up to 20 users can be

added as assignees.

e Manage access — task can be restricted and visible only for users who have access.

Start date (mandatory) - prefilled with current date 8:00 AM and is not editable.

Due date — prefilled with current date 5:00 PM but can be changed or removed.
Extended due date — empty by default but can be set later than due date,

Period end — inactive.

Stage — can be selected from the dropdown list.

Substage — can be selected depending on Stage. If Stage is empty, Substage is inactive.
Entity — can be selected from the dropdown list.

Location — can be selected from the dropdown list.

Other grouping — inactive.

Fill-in all mandatory fields and click the button Create on the top right corner to create the task. When
the task is created, its overview page is displayed.

Upload the file (up to 2GB) to Client request by clicking the button Upload in the task overview page
or drag and drop to the Uploads area. When file is uploaded, task status is changed to in progress. If
due date is in the past, task status will be Overdue even if the file is uploaded.

Click the follow icon next to the task title or click Options icon and select Follow task to follow the
task and receive notifications about it. Click the flag icon or click Options icon and select Flag task to

mark the task as important.

2.4.2.2 Edit Client request task
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To edit a Client request task, click the Options icon and select Edit task. Please note that the
following fields are not editable: Project, Type, Start Date, Period End, and Other Grouping. After
making your changes, select Save in the upper-right corner.

© Brussels Worldwide Services BV 2026
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Personal settings.

3. WELCOME PAGE

You have logged in from the Global Portal sign-in page, so what's next?

If you are assigned to more than one Portal, the Welcome page appears. All the Portals you have
access to are listed in the left-hand black sidebar. See a summary of your tasks in the Task status and
Tasks dashboards.

Global Portal
Hi, welcome Erika Edwards v Gl
to your Global Portal
The Task C 5 all sk masigred 10 oF ewmed try you, 1Ner STA1US ang Information e snown, Panal Progress 5 displayed by e progress baes for plnned parals
Task status. Cluar fiker L Tasks
[ ] 023 ;
[ ]
Pinned Port ol
Hean Countars 2024 ol O __—_—

If you have access to only one Portal, you will be directed to the Portal’'s Home page (see below).

You can navigate back to the Welcome page by clicking the red Global Portal logo in the left upper

corner of your screen.ﬁ

Use the doughnut diagram in the Task status area to filter tasks by their status.
Click on a Task title in the Tasks area to open the task and deliver the requested information.

If you are assigned to more than one portal and you wish to open a specific portal, click the Portal
name in the black sidebar on the left.

@ Select Portal

#? Pinned Portals

Bean Counters 2024

R Recently visited

Anoinfra 4.2 Smoke VB

Kestrel Retail Group

You can refine the list of Portals using the search field. Please note that the single quote (') character
in the search keyword is not supported.
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Note: On the right side of each Client Portal there is a notification bell indicating the unread notifications
count for that Portal.

You can pin up to 5 Portals in the black sidebar that will then show in the Pinned Portals section. Pin
and unpin portals via the three dots menu next to each portal name.

Note: If you are assigned to Portal(s) without enabled Tasks, you won't be able to see any task
content on the Welcome page. Navigate to your Portal and go to the Documents page to
exchange files with BDO.

3.1 Tasks status filter

The Task status filter shows only the statuses of tasks assigned to you and the number of tasks per
status. If you have tasks labelled as "Open" and "Overdue," you'll see only these two statuses. If you
have a task that's marked as "Completed,” then the filter displays just that one status.

Task status @ Clear filter 3¢
1- Open
® 1-In progress
5/6 2 - Delivered

® 1- Completed

® 1-Overdue
TASK STATUS NAME TASK ACTION
Not Started The task Start Date is in the future
Open The task Start Date (s in the past
In progress When 1 or more file or comment is added (Request Task) OR not all assignees

have completed their actions (Signing, Approval, Action Tasks)

Delivered All information has been provided and the Deliver button was selected.

Completed The information provided in the task satisfies the Request Task and the
Complete button has been selected OR when all assignees have completed
their actions (Signing, Approval, Action Tasks)

Returned When the information provided does not satisfy the Request Task
Rejected When any of assignees rejected the task (Signing, Approval, Action Tasks)
Overdue When a task is not completed, and the due date is in the past

Click the Clear filter button to clear selections.

3.2 Tasks dashboard

The Tasks dashboard shows a task list with the following columns: Status - a coloured bubble
(hovering on the bubble shows the status name), Title, Due date, Portal, Project, Type, Role.

Click a task’s title to open the task.

© Brussels Worldwide Services BV 2026 12



Tasks @

Status 5 Title % Duedate + Portal s Project s Type 5 Role
Trial Balance Nov 3, 2025 NexTax Advisors Denmark VAT Compliance 2... g}, )

[ ] Tax Return Nov 3, 2025 NexTax Advisors Denmark VAT Compliance 2. 3 [
Client provided information Nov 3, 2025 NexTax Advisors Denmark VAT Compliance 2... gl iy

[ ] Tax details Nov 3, 2025 NexTax Advisors Spain VAT Compliance 2024 g}, )

3.3 Pinned Portals progress dashboard

The Pinned Portal progress dashboard shows data for portals you pinned for quick access via the
black sidebar.

Pinned Portals progress @

Partal Member firm Tasks Progress () = Legend
Trust Holdings BDO Global Office 8 L]
Ursulas Blooms Limited BDO Global Office 30

The coloured pills are ordered left to right depending on the status of tasks. The size of the pill
corresponds to the number of tasks with this status. Clicking on pills will take you to the Tasks page.

4. PORTAL HOME PAGE

The Portal Home page is the place where you can start reviewing the tasks you have been assigned to
or go to the Documents page and start collaborating on files. This page is customizable and can
contain additional buttons or links to systems and tools offered by BDO.

Recent activity

Tasks

Last 103 days

Insights

@ |BDO Global Portal ﬂ Mylnsights  Documents  Tasks  MewMavitem  Testitem  Movigaion1  New test navigation i fa 3 “
WELCOME TO GLOBAL PORTAL BDO Contacts
BDOS Globol Portal élows you to el collaborati and frack your tasks statuss
@ e 0 =
Upcoming activity Allasks ¥ Next2days
i Tasis due soon @ usinsemen

{3 Tasks overdue )
(9 Tasks with new comments '

So Tosks assigned tome s

Documents

°

Clear filter

My tasks

‘ 1919 .

= Legens

@

Year End Tria
Year End Group

Year End Cashfiow Statem PREVIOUS NEXT

General Joumals

Post year end journals

Quicklinks

@ o y
Ex
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4.1 Black sidebar icons

Under the red Global Portal logo in the upper left corner of the screen you can find the search button.
Pressing the magnifying glass icon opens the black sidebar where you can search for Files in
Documents and Tasks.

Click the sidebar toggle button to expand the black side bar and navigate to other portals.

Click the feedback button on the bottom left corner to submit your feedback and recommendations
for improving Global Portal.

4.2 Main navigation menu

The main navigation menu on the top part of your screen is customizable and contains:

Links: Home, My Insights, Documents, Tasks, custom links

BEO Gions Dftee -
E BDO Global Portal n My Insights Documents ‘asks Ursulas Slacems Lnited ¥ a

2. Text block with navigation information: Firm name, Portal name, Portal ID

BDO Glabal Office Firm name
Ursulas Blooms Limited Portal name
D 92508 Partal IC

3. lcon menus: Notifications Bell icon, Lightning Bolt icon and Profile photo circle icon. The
menus under these icons contain key options for managing your notifications, team, and

Click the Notifications Bell icon to review notifications about changes made to your projects and
tasks, such as status changes, uploaded files etc. Under the Gear icon in the Notifications menu, you
can select Mark all as read, set your Notifications preferences or click the Double arrow icon to
expand notifications and open a page to sort and filter by notification type.

BDO Mauritius & Co.

UrbanBuild Developments .C.I.o Q "

D 214354
L

Notifications ® & S

@ All notifications Current Portal

Task Task2 has been completed by Tom
® Anderson [ ]
Today 1:28 PM -« Intrepid Innovators Ltd

Task Statutory Deadline is overdue
@ Today 4:00 AM -« Intrepid Innovators Ltd

Task BDO confirm CIT return has been filed with
f} authorities is overdue

Today 4:00 AM - Intrepid Innovators Ltd

Click the Lightning Bolt icon to access the Team management page. If you have the Client Admin
role, you can manage your team’s access to specific projects in this portal.
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BDD Global Oifice
Bean Counters 2024 [ |E F .
D 92489

+Ea

Team management
MAre

Click the Profile photo circle icon to access your Personal settings, revisit Virtual tour, Coaching,
Global Portal Terms or Log out.

4.3 Welcome webpart and BDO Contacts

If the Welcome webpart is set up on the page, it appears on the left side of the home page.
Information about your BDO contact(s) is displayed in the right top corner. Select the icons to the
right of the person’s name to view phone numbers and email addresses (see screenshot below).

4.4 Recent activity panel

Each Portal Home page features a Recent activity panel. The panel lists activities that happened
during set time. Clicking on each text label will take you to a prefiltered list of tasks or documents.

Upcoming activity Alitasks v | Next2days v
Recent activity last2 days v

Tasks

{3 Tasks overdue Q
Cg Tasks with comments 3
&p Tasks assigned to me 2
&3 Cooperate tasks completed 2
Documents.

&) Files uploaded E}

[# Files edited 1

4.5 Home page dashboard

Each Portal Home page shows a My tasks dashboard. The dashboard lists the tasks to which you are

assigned. Use the sort and filter buttons on each column to find a specific task.

My tasks © Clear filter =2
Status 3 Title = Due date s & Project -
Trial Balance 3 Nov 2025 Denmark VAT Compli...
4 ® Tax Return 3 Nov 2025 Denmark VAT Compli..
Client provided informati... 3 Nov 2025 Denmark VAT Compili..
. Tax details 3 Nov 2025 Spain VAT Complianc...

= Legend

4.6 Quicklinks

The Quicklinks block appears under the dashboard and can vary per portal. Links in this block can
direct you to pages within Global Portal or to external tools or pages.

© Brussels Worldwide Services BV 2026
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4.7 Insights

Information appearing in Insights is extracted from the BDO Firm website. Click the See all insights
link to display a page with more articles and options to set your preferences.

5. GETTING STARTED WITH DOCUMENTS
|IBDO Global Portal Home My lnsights Tasks  More o nh o @

s
Q
DOCUMENTS > TAX 2021
(L) Recent activity o
) Tax 2021
» WY Client Portal documents o Filters
C Filter men e “
»> [ Audit 2025 1
> [l Sales e Uploaded b o
> W Tax Selectall Delete | Move & Sot 1, Download + (VD
+ [l Tax2021 | Tasks R
© Uploaded July 7. 2025 10:54 AM s # Edited July 7, 2025 10:54 AM (O]
> State Tax
State Tax P
? Tasks
1] Report 2021 pdt -
> W Tax 2027 [Prospect] 7 w0l @ Uploads 7 026107PM S Ech o o)

Subfolders under a project

o Recent document activities °
o Portal level folder (crown icon) o File area where you can drag and

drop new files or folders

o Project level folder (pad icon)

To access documents such as your financial statements, tax returns, letters, or other deliverables from
BDO, select the Documents menu and see a list of projects and folders. Navigate to a particular
project (signified by the pad icon) using the navigation on the left.

Note: The Documents library may be turned off and altogether missing from the main navigation
menu. If your BDO contacts are sending you task requests only in Tasks (see below), you need
to navigate to the Tasks page (previously called "Exchange Next Gen”).

5.1 Documents structure
On the Documents page you can view files on a portal or project level.

Project folders that were created in Tasks are read-only (marked by the lock icon) and no upload is
possible via the library. Files uploaded to Client request tasks are also displayed in Documents page,
Tasks folder. If you need to upload files and your permissions allow it, use the project level folder.

Note: Client users cannot upload files on the portal level (signified by the W crown icon). If you
need to upload files, please browse to the corresponding project folder or subfolder (signified

by the folder icon).
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5.2 Recent activity
?

|BDO Global Portal Home My Insights Tasks test1 test2

L DOCUMENTS

@ Racent activity Recent activity

~ ¥ Client Portal documents
Filters

” Client Tax Searc Q Filter document type v Updated by v Filter project -

> W Audit2025 @ Activity

> W Sales =] Last 2 days v @1 Files uploaded 1 (# Files edited 2 de my activity

> B Tax g Select all Sort T Download L
> W Tax2021 =] i) Notes.bt . . Tax e @

E © Uploaded July 4, 2025 9:07 AM s # Edited January 27, 2026 150 PM

> W Tax2027 [Prospect] 2] [y Report2021pdt
vor

@ Uploaded January 27, 2026 107 PM s # Edited January 27, 2026 108 PM Tex2021 > staeTex 3 @

The Recent activity page opens on the right side of your screen when you click Documents on the
main navigation menu. The page displays documents recently uploaded or edited and allows you to
quickly navigate to recent items your team is working on.

5.3 Upload a document

If upload is allowed, the red Add button appears in the top right corner of the file area. Select an
option from the Add button menu or drag and drop documents in the file area.

You can upload single or multiple documents and folders. Only one document with the same name
can exist in a folder. A document which is being uploaded cannot be selected, edited, renamed or
deleted. The options to perform document actions appear only after the upload is complete.

5.3.1 File upload limits

e 30 files are the total amount of files which can be uploaded via File Select or Drag & Drop
function at once.

e 2GB is total size of files which can be uploaded at once.

e 2GBis maximum allowed size of a single file for upload.
It is not recommended to upload more than 5000 files or folders into a single folder.
Currently supported file types:
pdf.jpg..png,.gif,.zip,.rar,.txt,.doc, xls,.ppt,.docx, xlsx,.pptx,.gme,.eml,.msg,.vsd,.vsdx,.html, xsl,. xml,.previe
w,.xslt, jpeg,.xIsm,.htm,.docm, xps, .mp4,.7z,.log,.xIm,.pptm,.zipx,.csv, .qbw, .qgw, .gba, .qbb, .gbm, .gbx,
.sdb, .sdw, .sai, .saj, .abk, .aga, .agacc, .agaccbackup, .agacctransfer, .agex, .agexbackup,
.agextransfer,.qdf, .sie, .se
While uploading a document, you can continue working with other files.

Tip: If you need to upload a file of a type that is currently not supported, you can try zipping the
file(s). Please reach out to your BDO contact if the file(s) you are uploading are not accepted.

5.3.2 Characters support in file names

e English alphabet is supported

e Norwegian alphabet is supported

e Hebrew alphabet is supported

e File names cannot contain any of the special characters: " *: < > ? /\ ~ |. If the upload
contains the characters, an error message is displayed and it is not possible to proceed.

e Each document name must be unique per the parent folder. A validation message is displayed
if a duplicate named file is uploaded.
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e A document name must be between 1 and 100 characters.
5.4 Manage access to a document

Access to a document or a folder can be restricted by managing its access to a select amount of
people. Only Client Admin users (on either portal or project level) can use the Manage access option
in Documents. An Access restricted icon (lock) appears next to restricted files.

B ert . 2025t 7 o]

Click the Manage access option to open a new window to set
accesses. Two toggles appear: Manage access O

Selectad folder

e No restrictions: removing access restriction, any user who

Information to Clent

has access to the Portal/Project can see/edit the files. Restriction ptions
e Assign access: assigning access restrictions, and any users
who have access to the Portal/Project can be set to receive L -
managed access to the folder.
G

The user who is managing the restricted accesses for the folder,
cannot remove themselves from the list. When a folder gets its access 0 Jiy ~ Accessrestricted
restricted, it is marked with a lock icon. I

Any files and folders inside this restricted folder inherit the parents’ restrictions and can only be
reached by the user with explicit access. Unlike the folders with restricted access, the inherited access
folder and files do not display a restricted access icon.

5.5 Edit a document

Documents that were uploaded directly to the Dete Move &  Sort fL  Download 4
Documents library can be edited if this is allowed in

your project settings. If you can open the documents

in your browser via the online M365 apps, you can o
edit, and your changes are automatically saved. Copy link address

If viewing files online is not supported, an option to
download the file appears.

Manage documents and properties via the options betcle
next to the Add button or under the ellipsis button

Click the © info button to view Properties.
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Properties

Last edit date Jan 29, 2026 B:38 AM
Last edited by BDOAdmIn User03
Upload date Jan 29, 2026 8:38 AM
Uploaded by BDOAdmIn User03
File size 13 KE

Note: A document is in Read-only mode when

there is a lock icon next to its name. It means that all betteder ) i
users can only view the file and not edit it. This
ensures that the document remains unchanged and
accessible for viewing by everyone.

g test 1- Copy (10).docx =

5.6 Delete files and folders

Files and folders can be deleted, if they are not read-only. Deleted files and folders are moved to the
recycle bin where they stay for 94 days. In the Recently deleted page files and Folders can be
restored to the original directory or permanently deleted.

'@ |BDO Global Portal o Wk . -2

DOCUMENTS » RECENTLY DELETED
Tax 2025

¥ Client Portal documents
Recently deleted documents (D) festore 0 Permanantly delate Clear filter

» Uploads

» W Audn 2025 [ Type W Mame O, Location T Deleted o 2 o Daleted by S

L Trial Balance Tax 2028Federal Tawinformatl..  Apr 1L 2028 © snareruint Azp o4
« W Tax 2025 &

Federal Tax

5.7 Search documents

You can search for specific files from any location
on Global Portal. Insert the search term next to

the search icon. Folder names do not appear in
search results. Y e

Note: New Files and Tasks need to be indexed by
the system after each change. This may take
between a few minutes and 24 hours.

5.8 Breadcrumbs (file paths)

A breadcrumb is a graphical control element used as a navigational aid in user interfaces. It allows
users to keep track and maintain awareness of their location in the directory.
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|v i TAX REQUESTS > TRIAL BALANCE > UPLOADS

Uploads

Filters

Select all

%7y Trial Balance

P Example Trial Balance.xlsx &

Only the last three folders are displayed (closest to the current directory). The rest are in a list under
the drop-down.

6. TASKS

Note: In April 2025 the Exchange Next Gen page was renamed to Tasks. If you are looking for your
tasks, navigate to the Tasks page via the main navigation menu or the Tasks dashboards on the Portal
home page. In some instances, Exchange Next Gen references in menus and messages can still be
preserved.

Click the Tasks option on the main navigation menu to manage and deliver tasks in your portal.

The Tasks page provides a secure place to upload your documents combined with interactive
dashboards to monitor any deliverables you and your team still need to provide.

Upcoming Mimsks v Nexzdays v Taskstatus Assigned to

W JLDemo Tax 3 Tosks due soon °

> W Audit2025 Activity Last2days v

13 Tasks overdue o

> W Sales (@ Tasks with comments 1

> W Tex

> W Tax2021

> B Tax2027 [Prospect]

The Tasks page has three main views: Overview (default), List and Calendar. Select a view under the
main navigation menu. The view you are currently in is coloured in red and underlined:

6.1 Left side bar

The left side bar is pinned by default. It displays the project list together with task groups. Change the
standard grouping by selecting Entity or Location in the expandable Group by menu.

In the example below there are four projects and two of them have been expanded to display the
available task groups. Click the small arrow to the left of each project's name to expand or collapse its
task groups.
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Left side bar in Tasks

Tax 2025 * Selected project

Group by: Project, Entity, or Location

i O
Group by SEEH s R Toggle for pinning the left side bar

Q = Type a project name to search on it
W Intrepid Innovators Ltd == Portal name
> R Corporate Tax formalities

2025

> W Payroll Projects under a portal have the pad icon

‘8 Statutory Financial
Statements 2025

Statutory Financial Statements
v MW Tax2025
- 01_@')2 5_VAT

02 2025 VAT Task groups are signified by the folder icon

" 03_2025 VAT

Tip: Hover your mouse on a project and you'll notice the Follow ~ button on the right. Click the
Follow button to add all tasks in this project to your follow list and you will be able to receive
more notifications as defined in your preferences and also filter in list view.

6.2 Overview view

The default Overview view appears when you navigate to Tasks. It features two rows of graphical
filters and dashboards, helping you quickly access a prefiltered list of tasks.

On the top left, you can see the section showing Upcoming deadlines and Activity on tasks you are
working on. Click a text label (for example: Tasks with comments) to navigate to the list view of tasks
with recent comments. Use the filters in the section to adjust the types of tasks or the period you
need. To the right are two doughnut charts visualizing the breakdown of tasks per status and
assignee.

On the right of each doughnut, you'll find a list of available data options. You can click on a coloured
segment or the label names to filter tasks you want to start working on, such as selecting "@Me" in
the Assigned to doughnut filter (refer to the screenshot below).

Note: You can view tasks assigned to other users, but you are not able to process them.

®

BDO Global Portal  Hone  wymsans  bocumens

Select a project [@ Overview = List Calendar @ Create v More

Group by Project " R Fitters | <@ Clear fitters (2) | Status() | X | | Access() | x

o Upcoming Alitasks v Next7days V Task status Assigned to

W JLDemo Tax £ Tasks due soon o

> @ Audit2025 Activity Last7days v
{3 Tasks overdue ]

> W sales (@ Tesks with comments 1 1/39 ®1- eMe

® 1 - BDO Admin 05

> W Tax
| ] Tasks returned

Cooperate tasks completed 1
> W Tax2021 © Coor ?

> W Tax2027 [Prospect]

Once you apply your selections, navigate to the List view to start processing your tasks, or head to the
progress dashboards in the lower part to further refine your tasks and navigate to the ones you'd like
to review or process.
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6.2.1 Project/Entity/Location progress dashboard

The dashboard displays tasks' progress based on the selected grouping. Select Project, Entity or
Location from the Group by dropdown to update this dashboard.

Click the arrow in front of any project, entity or location to view its task groups. The coloured pills on
this dashboard indicate task progress. Select a pill to open relevant tasks in the List view.

Project Task group Stage £ Legend
Project / Task group = Task count 3 Status =
Y e orler VAT Complance 2026 e, ___________________________________________________________________Ju
[Prospect]
Consorse Tas YERA o D ©)

The pill colours can be Red, Green and Grey and correspond to Overdue, Completed/Rejected, and All
remaining tasks’ statuses.

§= Legend

This dashboard displays progress across projects, locations, entities and task
- groups, based on task completion and due dates. The data shown reflects your
. current filters and access permissions

- . Overdue tasks
| @ Completed or Rejected tasks

. All remaining tasks

Note: |[f filters are applied, some pills in the dashboard may appear greyed out. However, they
remain interactive - selecting them will update the filters and display the corresponding tasks in the
List view.

6.2.2 Task group dashboard

To view progress by Task group, open the second tab of the progress dashboard.

Click the arrow in front of a task group to expand it or select any pill to apply filters and view the
related tasks in the list view.

6.2.3 Stage progress dashboard

To view task statuses by Stage, open the third tab of the progress dashboard. The Stage dashboard
displays the current status of tasks based on their Stage and Due date.

Click on the stage pills to open relevant tasks in the List view.

Stage © @ S0 Overdue Stage At Risk () OnTrack @ completed = Legend
Project 457 Onboarding Planning Execute Finalize Deliver Clase
Auctit 2024
Clent oabosreling (Fintsch) o

The Stage progress dashboard has been designed to help you identify the stage of your engagement
and focus areas. Click on a project’s stage (Onboarding, Planning, Execute, Finalize, Deliver, Close) and
you will see a list view of the tasks in this stage.

Here is the view that opens, if you click the green-red pill in the Onboarding stage of the “Client
onboarding (Fintech)” project:
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Client enboarding (Fintech) v B Overview E List & Calendar More

i Clear filters (2) | Projecty | % | | Stagaqn | X Edit & Download -+ Edit view &

Status 3% Index 3 Follow “ Fag W Tite 2 Project % Taskgroup 57 Duedate T @ Type *° Stage W Substage
[ ] ol -] - BDO request list of all required information Client onboar...  Spain Feb 4, 2025 43 Onboarding
& 02 o Cliert provide all required information Client onboar..  Spain Feb 18, 2025 &3 Onboarding
® 03 BDO upload CIT 15t draft Client onboar...  Spain Mar 4, 2025 €3 ‘Onboarding

If you'd like to view tasks in the next stage, you can either return to the Overview and select a
different pill, or filter on the Stage column in the List view.

Note: Some portals may not have data about stages. To see all the tasks available in this portal, go
to the List view. In such cases you will see the below message and link that will take you to
the List view.

Stage @ @ stoge Overdue Stage At Risk () OnTrack @ completed £ Legend

B

Tasks in this portal have not been organized by stages or due dates yet. Please navigate to the List to see tasks.

6.3 Task actionsList view

To view tasks in a list format, select the List view tab.

[ Overview Calendar More
? Clearfilters (2) | Project() | X | Taskgroup(m | X Delete T Edit & Download .
Status 3 = Index 3 Follow = Title Q. Project = Taskgoup T Duedate 3 (@ Lastcomme
[ ] o - Management accounts Corporate Ta..  Statutory Finan... Nov 4, 2025
02 Year End Trial Balance(s) Corporate Ta..  Statutory Finan... Nov 6, 2025 Oct 31, 2025
b 03 - Year End Group Consolidation Corporate Ta...  Statutory Finan... Nov 6, 2025 Oct 31, 2025
04 - “Year End Cashflow Statement Corporate Ta..  Statutory Finan.. Nov 6, 2025 Nov 5, 2025
o 05 -] General Journals Corporate Ta. Statutory Finan. Dec 17,2025
[ ] 06 L] Post year end journals Corporate Ta...  Statutory Finan.. Dec 17,2025
[ ] 07 L] Late adjustments Corporate Ta..  Statutory Finan.. Dec 17, 2025

Use the Filters button to expand a panel containing filtering options. Search, expand, or collapse
filters in just a few clicks.
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Customize the columns in the table view via the Edit view button. A List view preferences dialog will
open. Click the toggle buttons next to each column’s name to turn them on (red) or off (grey).

List view preferences @

Column configuration List layout

Status
Regular Compact
Index

Follow
Flag

Title

Description

Project

Task group

Start date

Due date

Reminder

Last commented on
Last commented by
Last file uploaded on
Last file uploaded by
Last modified by
Type

Stage

Substage

Entity

Period end

Location

Other grouping
Assignees

Owner

Access

: @D
: @D
i @
i O
Te
i @D
: @
:
« @D
i O
: @
:
: @D
& O
: @D
5 @
: @
: @
i @D
i @D
i @D
: @D
« @D
: O
: @
e

Change the order of the columns by clicking on the dots icon and dragging each column up or down.
Reset the view by clicking the Reset default button. Don't forget to scroll down and click the red Save
button to save your preferences.

6.3.1 Advanced filters in List view

Status & = IndexEleow Eﬂag = Title Project = Taskgroup = Duedate :EType 4 = lastcommented.. & B

i — '
Use the table’s headers to sort 7, filter ~ , search by keyword ~ or select dates in a calendar
picker .

. =@ Clear filters (2) ) ) o ) )
Click the dynamic option to clear all applied filters. The option does not appear, if

no filters are applied.

Note that the filters are kept while changing views between Overview, List, and Calendar.
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6.3.2 Tasks split view

Click a task’s row and the task opens next to your list. The selected task’s row gets highlighted in light
red and you can preview it in a split view on the right. Review task details or perform actions using the
top menu buttons.

BDO Global Portal Home My Insights Q I ﬁ
Client onboarding (Fintech) @ Overview = List Calendar More i
Groupby  Project NOR Y Clearfilters (1) | Project(y | X | Task actions : l * In progress + Complete & 2 4 2 X

& Status § ¥ Index 3 Follow Y Title i 1
v ¥ : ¢ 06 Client approve the final CIT return &
Wi Trust Holdings ) o1 o BDO request list of all required inform: @ In progress @ Due March 3,2026 2 GO
s B Audit2024 [ ] 02 - Client provide all required information
Description
[ ] 03 o BDO upload CIT 1st draft P
Client to approve final CIT return and confirm payments will be made according to instruction.
~ W Client onboarding (Fintech)
[ ] 04 - Client review 1st draft, raise queries ar
Templates (1) O | Download all
Spain [ ) 05 (-] BDO upload CIT final return and confir
() 06 - Client approve the final CIT return @ Report Template.docx 4

07 - BDO confirm CIT return has been filed

. . . . e
If you'd like to see an expanded view of your task, click the button with the two arrows .You can

also unpin the left side bar menu by clicking on the button with the crossed-out pin This will give
you more space on the screen to perform more complex work. For more details on what you can do
within a task, see Task actions.

6.4 Calendar view

If you choose the Calendar view, a default monthly view appears. Switch from monthly to annual view
by using the Month | Year button on the top right corner.

Note: If a task does not have a due date, it is not displayed in the Calendar view. If multiple tasks fall
on the same day or month, a full task list can be accessed using a scrollbar.

6.5 More

In the right top corner of the Tasks page there is a grey button More. It lists the option to open the
Archived projects page and consult old projects that have been archived.

EDD Global Oifice
Trust Holding: D ¥ :

More :

Archived projects

Note: Archived projects are read-only. You cannot make changes, but you can download related files
or reports. To download, go to the task overview page, select the gear icon, choose Download,
and then select the appropriate option based on the task type and details.

7. TASK ACTIONS

Your BDO adviser will assign to you tasks that will require you to upload files, provide signatures or
answer questionnaires.

Once you open task overview, start exploring the task’s title, description, and templates if they are
added. Note that all documents attached to a task can be previewed in your browser. There are
download links on the task itself in case you need to have a local copy.

The structure of a task and the available actions vary depending on the task type.
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To view history logs about task changes, open the History tab on the task’s page. Open the Task data
tab to view task details such as type, owner, start date, stage and others.

7.1 Request item

Once you open a task from the List view, start exploring the task’s title, description and templates.
Note that all documents attached to a task can be previewed in your browser. There are download
links on the task itself in case you need to have a local copy.

Action buttons and settings : B> Deliver request @ /P \l/ e X

PROJECT > SPAIN

Task index, title, followand — 3 27 BDO request list of all required information &

flag buttons

Status, due date, assigNEee; m—— Open | ﬁ' Due September 1, 2025 | F(q; @

Description

Description  =—

BDO team to provide the PBC list outlining all documentation required to draft the CIT return.

Templates (1) & {4 Download all

Templates YOU Can Use m——— @ 03 04 action template..xlsx €

Uploads T Upload

C

Drop files here

Uploads area ———————jp

History logs + Details about the task

) Comments (0) C History [ Taskdata

ComMments area ——————————jp  1YPe comment here >

@

No comments yet

When you are ready to complete a task, upload the requested documents in the Uploads area (by
drag-and-dropping or use the Upload button. Use the comments area to discuss a task with your
BDO team. Type the @ character to mention a specific contact. When a file is uploaded or a comment
is added, the task status changes to “In progress”.

Don't forget to click the green Deliver request button. Not that the Deliver request button becomes
active only after the request is in progress.

For tasks of the Request item type assignees also have the option to recall it. You can recall an already

“\ Recall task
delivered task to continue working on it via the blue button. The task should become

'In progress’ (or Overdue, if its due date is in the past).

7.1.1 Upload files/folders to a task

Rules for adding folder/folders with files to the Uploads section are:
1. Only one-level folders can be added;
2. If a nested folder is added, the system displays a warning: "The uploaded folder contains sub
folder(s), this is not permitted. A folder only containing files can be uploaded here."
3. Files cannot be added to the already uploaded folder;
4. Folders and files are displayed in a file tree.
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https://app.zeplin.io/project/60af635bc2c6afb423a25989/screen/61f15d714f1afaa5facc40f8

5. Allowed file extensions depend on each Tenant setting. Reach out to your BDO contact if you
need to upload a file that has a different extension than the ones listed in File upload limits

6. File size restriction applies the same as files in Documents (2GB).

If more than 8 files are uploaded, a scroll bar appears.

8. Allfiles can be downloaded at once on Download all button. Files are zipped.

~

When a BDO or a Client user adds at least 1 file or comment, the task status changes from Open/Not
started to In progress. Changing the status activates the action buttons at the top of the task: and the
Deliver request button is visible as active. Buttons for delivering tasks may vary depending on the
task’s type. Once you upload all files requested, don't forget to click the coloured buttons to submit

the task to your BDO team.

—J
No templates yet
Uploads | Download all T Upload
Title + Date + User + Actions
2 Consolidated Cash Flow.docx Apr 14,2025 e

7.1.2 Read-only/editable Request Item documents

Upload and Template files in Request task should be read-only or editable depending on a Request
task status:

TASK STATUS DOCUMENT ACTION
NAME
In progress All files in Uploads and Templates in this status are editable;
If files are deleted afterwards, Task status stays In progress and files are still
editable.
Delivered After Client user clicks on Deliver request button and task status

becomes Delivered, then all files in Uploads and Templates become read-only in
both Tasks and Documents pages.

If you add additional file to uploads, task status goes back to In progress. All
files become editable, until user clicks on the Deliver request button again, and
makes task status Delivered, with all files in read-only mode.

Completed All files in Uploads and Templates become read-only both in Tasks, and in
Documents page.

Returned All files in Uploads and Templates in Returned status are editable; Task is also
editable.

Overdue Files have same restrictions as in the status prior to Overdue.

You can add additional file(s) to the Uploads section, except when a task is in status Completed.

All files in the Tasks folder in Documents become read-only when a task gets status Delivered or
Completed. Files that have a lock icon next to the title are read-only. The read-only status depends on
the status of the task (when it is Complete or Delivered).

7.1.3 Storing Tasks files to Documents

All templates and files uploaded through Tasks are saved in the Documents page under a particular
project. Every Project has a folder named Tasks by default and you can display Properties, sort,
download and search the files.
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You can't add additional files or folders from the Documents page to any of the Tasks folders. Folder
names cannot be edited from the Documents page. Tasks structure folders (Tasks, Task group name,
Task name, Templates, Uploads) cannot be deleted from Documents page.

If a file name or a task name gets changed in Tasks, it will be updated in Documents as well.

7.2 Answer a Survey task

Survey tasks are designed to collect information outside of documents, such as dates, names,

addresses, or amounts.
B> Send answers 61 R J % X
3 Tax Team Survey & &

Delivered | [@ DueJune 25,2024 | RC; @e | 3 | Progress -]

Fill out the survey. In certain answers you can have an option to attach a file to your form. Do not
forget to click the Send answers button on the top of the survey when you are ready to submit it. The
button is active only if all mandatory questions are answered. If you need more time, you can click the
red Save as draft button and complete the survey later.

7.3 Actions in tasks

The round button with the gear icon in all tasks’ headers

allows you to: B Deliverrequest || & | & L 2 X
e Flag/Unflag a task aitf lependence
e Follow/Unfollow a task ool teck
e Edit assignees and access (Client Admins only) Eclit sssigness and aecess
e Download Task status change report and Task Download | Task status change repor
comments report. For Signing and Approval tasks artner nd/or componeit ausit senior§ 125 Comments report

there is an additional option Signing/Approval logs.
In Survey tasks you can download the task in Excel and PDF format.

7.3.1 Flag a task

Flagging a task via the gear button or the R flag button next to the task's title indicates that you'd
like to draw attention to this task.

The activated flag will appear in red next to the task’s title and in the List view to all users with access
to the project:

Status 35 Index 3§ Follow % Flag Y
@ 1 ]

[ ] 1.2 - o]

[ ] 2

Use the filter in the Flag column in List view, if you'd like to filter on flagged tasks.

To unflag a task, open the task and click the red flag button next to its title or select Unflag task
under the gear button.
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7.3.2 Follow a task

i
Following tasks via the gear button or the check button next to the task’s title enables direct
access to tasks that are relevant to you, eliminating the need to navigate through unrelated tasks.

The activated follow check will appear in red next to the task’s title. Only you will be able to see your
own followed tasks in the List view.

Use the filter in the Filter column in List view, if you'd like to filter on followed tasks.

To unfollow a task, open the task and click the red check button next to its title or select Unfollow
task under the gear button.

7.3.3 Edit assignees and access

You can edit Client assignees and manage access for Request, Survey, Client request, and Action tasks
that are not in Completed or Rejected status, and Approval tasks that are not Rejected. Client user
roles that can edit assignees and manage access are:

« Client Portal Admin
e Client Project Admin
e Client Project User

Open a task, click the gear button, select Edit assignees and access. A pop-up Edit assignees and
manage access opens.

£ i requeo 2 Edit assignees and manage access *
Unflag task Assign users to this task
Follow task Add assignees (D)
e Edit assignees and access | sl Erika Edwards - r5.0clientuser1@mail.com = ‘
Download > Elizabeth Morris - r5.0clientuser2@mail.com e

You can add/delete yourself and other Client-side users in the Add assignees field. Client-side users
do not have the ability to manage BDO users. As an exception, client-side users can assign BDO users
to client request tasks and mark these tasks as restricted if needed.

You can restrict or unrestrict a task; however, you cannot grant access to BDO users or remove them
from the task. Assignees are added by default to the Manage access field (see an example from a task
with restricted access in the screenshot below) and can’t be removed. If a Client User wants to remove
Client-side users' access, they should make changes in Assignees fields beforehand.

X
Edit assignees and manage access

Assign

Add assi

Emma M. Ellwood - emmaeliwood147@gm... X

Manage access o the task

Allow task access only to

You can also manage access to multiple tasks on a Portal or project level (see below).
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7.4 Download task reports

There are various reports you can download on a task level.

Click the gear icon in a task to download a Task status change
report and a Task comments report. For Signing and Approval

B Deliver request 31} T 4 v X

artf lependence tasks there is an additional option Signing/Approval logs. In
bt Survey tasks you can download the task in Excel and PDF
Edit assignees and access format.

Dowmnioad »  Task status change report

S The Task status change report allows to track what and when
oo happened with the task and who and when changed the task
status. The Task comments report allows you to export comments on a task level. The Task History

Logs report provides a detailed record of all changes made to a specific task.

artner and/or component .Jdl senior

7.4.1 Edit multiple tasks or download tasks’ files and reports

In List view, you can edit multiple tasks within one portal by simply selecting them. Once you have
selected some tasks, the Edit and Download buttons will be enabled.

[ Overview i= List Calendar @ create v More i
| Delete @  Edit //  Download L Edit view &
Status & Index & Follow Flag Title Project Task group Due date 4 Type & Last commented... & Last com
] 4 Tax requests Denmark VAT... | quarter 2 Nov 2025 I
1 [ = Trial Balance Denmark VAT... | quarter 3 Nov 2025 &
® 2 o Tax Retum Denmark VAT... | quarter 3 Nov 2025 %
3 (-] Client provided information Denmark VAT... | quarter 3 Nov 2025 &
5 Client request Denmark VAT... | quarter 3 Nov 2025 S
[a] 1 [ - Tax details Spain VAT Co... Il quarter 3 Nov 2025 &

When one or more Client Request tasks are selected in the list view, the Delete button becomes
active. Select it to remove the tasks. Deleted tasks are moved to the recycle bin and retained for 94

days. Only BDO Admins or users can permanently delete or restore them. Note that uou cannot delete
any other types of tasks.

If you have Client admin or user permissions, under the Edit button you will see the Manage access
and Edit task details options. Follow the instructions on the screen to add other members of your
team to tasks as needed.

In the appearing Manage access dialog you can apply new assignees in bulk. In the Assignees
column click on the red icon Apply to all and verify only users, who have access to all Portal projects,
are shown in the drop-down list. Choose any client-side users from the list and click the Add button.
Click Replace if you would like to override the previously assigned users. You can add BDO side
assignees only to Client request tasks.

- X
MANAGE ACCESS ©
Title 2 | Project Type  Owner 1§ Assignees O B 2 (D Manage accesst
Tax requests Denmark VAT Compliance 20.. BOO Admin User04 - bdoadminua APPly to all (B  selctassignees
Enter or select a user
Trial Balance Denmark VAT Compliance 20. & BOO Admin User04 - bdoadmin.u,

()  selectassignees

Client provided information Denmark VAT Compiiance 20. &  BDO Admin Userd4 - bdoadminu.. v Lisa Regan - iL.. * [ @)

Enable or disable the toggle Manage access to the task to make the task restricted or unrestricted.
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If there are any Client request tasks selected in the list view, you can edit their details. Click Edit and
select Edit task details. In the modal you can update all task information, except Project, Start date
and Other grouping. Entity, Period end and Location can be selected from the dropdown only.

Completed tasks cannot be edited.

The Download button that becomes active upon tasks selection, will provide you with options to
download Task files, Survey exports (Excel and PDF) or available Reports for your tasks.

Edit Download 4 Edit view BF
Task files

Substage
Survey excel
Survey PDF

Report for selected tasks

The Task files and Report for selected tasks options will display additional prompts to specify the

content to be downloaded:

Download options

Select the items you would like to download.

M All request documents
Request - Templates

Request - Uploads

M Al Cooperate documents

Cooperate - Templates
Cooperate - Uploads

Cance'

Report options

Select the items you want to include in the report
If you selected a lot of tasks it will take some time to download the report. Do
not close the window.

All reports

Task status changes ()
Task details report (O
Task comments report ()
Signing/Approval logs O
Task history logs (O

cancel

Apply your selections and a zipped file will start downloading. Please note that Survey tasks are not
exported in zip files. To export survey results, select the corresponding options Survey Excel or

Survey PDF.
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7.5 History logs

You can track changes for any task you have access to. To view the history, open the task overview
page and select History. This section displays: when the task was created, who created it, and all
subsequent changes—including updates to the due date, assignees, status, comments, files and other
relevant details.

|BDO Global Portal ~ Home Mylnsights  Documen — g 8

Select a project B Overview  =Llist [ Calender ® Create v More

®

SPAIN VAT COMPLIANGE 2024 > 1| QUARTER

o
T 1 Tax details @ = O Comments (o) D History [ Task data
jexTax Advisors

@ inprogress [@ Due2 December 2025 e ®
, | Denmark VAT Compiance
2025

Deseription
> W Spain VAT Compliance 2024

Templates (0) (D

Upleads
Title 4 Date-test

.
s
) Payrollpot anovzomosn @

[ Duedate setto 3 Nov 2025 17:00

) Taskcrostod

Logs “Comment added” and "Comment edited” are clickable. Click Go to comment to open
comments section — the relevant comment will be highlighted.

If more than one assignee is added or removed, or more than one file is added or removed, you will
the number of users or files next to the log. Click Show details to overview all of them.

You can also download the History logs report by clicking the gear icon in the task overview page,
selecting Download and Task history logs.

7.6 Special task types: subject to additional configuration by BDO
7.6.1 Signing and Approval tasks

Note: The Signing task is available only where and integration with DocuSign has been
implemented. The Approval task is used to get sign-off on draft documents without a signature,
such as draft tax returns or audit reports.

When a BDO user needs to request a signature, they will add you as an assignee to a Signing task in
Global Portal. The Approval task is used to get sign-off on draft documents without a signature, such
as draft tax returns or audit reports. Signing tasks have integration with DocuSign while Approval
tasks have similar functionality for approving documents without DocuSign integration.

As an assignee you will start following the task and will get notifications based on your notification
preference (status changes, comments, etc.). If you are the first (or only) assignee of the task, you will
receive an email notification indicating that this task is open. When the signing order is set, additional
assignees receive an email notification when it is their turn to sign the document. They can simply
click on Go to task in the email, which will redirect them to the task in Global Portal.

In addition to the email notification, you will also get a bell icon notification on Global Portal
indicating that there is a signing task ready for signing.

When you go to the task, you will see the task overview page that gives you additional information on
the signing task. You can hover over the people icon to see the ordered list. The Green Icon next to
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the name indicates, that assignees already signed the documents. You have the option to download
the PDF file so you can review the document before signing the document in DocuSign.

To provide a signature or approval, go to Tasks, choose the project and open the Signing/Approval
task you are assigned to. Review the documents and press the Sign or Decline button in a Signing
task or the Reject and Complete buttons in an Approval task.

4 Sign final document &
Open | (@ Due April 30, 2025 20

Description
Sign the document attached to this task

File(s) for signing 1 Download all

gE Consolidated Cash Flow.docx &+

5 Approval step #
Open | g Due April 30, 2025 Ea @

Description

Approve task as part of the finalization of the engagement.
File{s) for approval 1 Download all

i= Consolidated Cash Flow.docx dk

Please note that if you are on the ordered list and there are other assignees above you who have not
signed the document yet, the Sign or Decline button will be greyed out with the message “Assignees
prior to the current user have not signed or declined the task."

When it is your turn to sign the document, the Sign or decline button will become green.

Clicking on the Sign or decline button will give you the below notification which indicates that you
will be taken into the DocuSign platform so you can sign the document.

Once you are in the DocuSign platform, you have the option to click on Start and the system will
highlight the areas where you need to provide your initials and signature.

Please review the documents below. | FINISH | OTHER ACTIONS +

L SR S AN - ) \

DocuSign Envelope |D: FGESTFCA-FCAF-4333-8048-880BEEBDREAD
START

Best practice for smart templates

1) Write the name of the creator and purpose of template in Description

[ et St
& L2

2/2/2024
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Once everyone who is assigned signs the DocuSign document, the completed document can be found
on the Documents page and in task overview page (in the File(s) section). This document cannot be

edited.

Note: Approval tasks do not support signing order and can be signed at any time by each assignee.

7.6.2 Client request tasks

Note: If your BDO adviser has enabled the feature for client users to create “Client request”

tasks, you will be able to see the “Create” button in the top right corner of the Tasks page. If the

“Create” button is not visible, then this option is not available.

A Client request task can be created by a Client admin or a Client user. For client request tasks, the
button Deliver request is always active, allowing you to deliver the task at any time, regardless of
assignment status. If you are not the assigned user for a task, you can still deliver it. Upon delivery,
you will be automatically added as the assignee. Once the task is delivered, the Recall task button
replaces the Deliver Request button. Click it to change task status to in progress.

Upload the document to the Uploads section or add a comment to change task status to in progress.

7.6.2.1 Create Client request task

Client admins and users can create Client request tasks and even new task groups, provided
permissions have been granted by BDO users. In the Tasks page click the button Create and select
Task. Select any project and all other fields will be revealed for Client request.

Create task haY

Project Type* Index

Title * Task group *

Description

Start date * Due date Extended due date Period end (O

08192025 8:00 AM Bl 08192025500 PM B Eriter o sele 3 =]

stage (O substage () Entity Location

Select substage

Other gro

There are following fields in task creation form:

e Project — can be selected any project where Client requests are allowed.

e Type — prefilled with Client request and not editable.

e Index —up to 10 symbols can be entered.

e Owner (mandatory) — prefilled with current user but can be changed to any other client or
BDO user, except reader.

e Title (mandatory) - up to 225 characters can be entered

e Task group (mandatory) - can be selected from the dropdown list or newly created if it is

allowed in the project. To create new group, enter unique group title and click the line Create:

[task group].

e Description — formatting can be applied to the text entered in this field.

e Assignees (mandatory) - at least one BDO assignee must be added. Up to 20 users can be
added as assignees.

e Manage access — task can be restricted and visible only for users who have access.

e Start date (mandatory) - prefilled with current date 8:00 AM and is not editable.
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e Due date — prefilled with current date 5:00 PM but can be changed or removed.
e Extended due date — empty by default but can be set later than due date,
e Period end —inactive.
e Stage - can be selected from the dropdown list.
e Substage - can be selected depending on Stage. If Stage is empty, Substage is inactive.
e Entity — can be selected from the dropdown list.
e Location — can be selected from the dropdown list.
e Other grouping — inactive.
Fill-in all mandatory fields and click the button Create on the top right corner to create the task. When

the task is created, its overview page is displayed.

Upload the file (up to 2GB) to Client request by clicking the button Upload in the task overview page
or drag and drop to the Uploads area. When file is uploaded, task status is changed to in progress. If
due date is in the past, task status will be Overdue even if the file is uploaded.

Click the follow icon next to the task title or click Options icon and select Follow task to follow the
task and receive notifications about it. Click the flag icon or click Options icon and select Flag task to
mark the task as important.

7.6.2.2 Edit Client request task

To edit a Client request task, click the Options icon and select Edit task. Please note that the
following fields are not editable: Project, Type, Start Date, Period End, and Other Grouping. After
making your changes, select Save in the upper-right corner.
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8. PERSONAL SETTINGS

When logging in to Global Portal for the first time you will be prompted to set your personal

preferences.

Tip: Leave the default selections on your first login. You can always edit these settings via the

Personal settings menu, under the Profile photo circle icon.

8.1 Step 1 - Set my contacts

BDO Global Office

Trust Heldings Q f; a

D 53395

| Personal settings |

Select a client
Quick guide
Coaching

Global Portal terms

Please fill in your contact details and click Continue.

® 8

If you want to change your language settings, photo or contact details, go to the Personal settings

page > My profile

New user

WELCOME

Please review your information and settings to finalize the
creation of your BDO Global Portal account.

Email

bdo.reader07&ist.bdoworld

First name * Last name *

EDO User07
Preferred language on

portal *

% English (United State:

Phone number

m Do you want to be the main contact for this

Client Portal?

8.2 Step 2 - Set my Insight preferences

Set Insight Preferences on the second Welcome window. The default selection is for All topics. You
can tailor the topics to your interests by toggling the options on the page.

The Insights preferences step is not mandatory and you can skip it by clicking the Skip button on the

bottom right corner.
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8.3 Step 3 - Set my Notification preferences

PERSONAL SETTINGS
Notification preferences

Notification preferences ©

Document management

D Files added/removed @

Task assigned @
Task unassigned @
Task returned @
Task completed @

Task overdue @

LEELLE

New comments @

RESEt e

New users can set Notification preferences on their first login or later via the Personal settings
menu under the Profile photo circle icon.

8.4 Step 4 - Set my Email preferences

PERSOMAL SETTINGS
Email preferences

Summary email frequency ©

Summary email is based on the notifications preferences

Daily List (Recommended) W

Follow email settings ©

Follow

Select follow topics and the frequency of receiving them

Follow topics Instant email Daily email
I) Task assigned @ ®
I) Task status change @ @
Task overdue () @
m New comments (@ ®

Select the frequency of summary emails you receive from Global Portal. We recommend selecting the
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“Daily List” option to receive a list of all your notifications. This can help you track tasks and activities
on your projects.

The Follow toggle enables you to receive email notifications (Instant email) for every status change
on tasks you choose to follow. If you prefer to receive summary emails once daily, select the
corresponding radio button under Daily email.

If you wish to edit your Email preferences later, open the Personal settings menu under the Profile
photo circle icon.

8.5 Global Portal Terms

The first time you sign in or whenever the Global Portal Terms are updated, you're required to review
and accept them. You can find the Global Portal Terms menu under the Profile photo circle icon.
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9. TEAM MANAGEMENT FOR CLIENT
ADMINISTRATORS

The roles Client users can have in Global Portal and their permissions are as follows:

Role Team Assign Level
management tasks

Portal Client Admin v v Portal

Client Admin User v v Project

Client User X v Project

Client Reader X X Project

Please note that the Portal Client Admin role has access to all projects under a portal

. Portal Client

Admins cannot upload deliverables or complete tasks, unless they are assignees, but they can view
tasks and files in Tasks and edit files in the Documents library.

9.1 Team management page

Click the Team management option under the lightning bolt icon
managing access for users from your organization.

to load the page for

If you act as a Portal Client Admin or Client Project Admin on a portal or project level respectively, you
can add/remove users to/from all the groups you see in Team management. Click the three dots
under Actions to review/edit existing users or add new ones via the red Add user button.

|BDO Global Portal

W Intrepid Innovators Ltd

& Manage Portal Admins
Corporate Tax formalities 2025
9309

Payroll

7126

Statutory Financial Statements 2025
4014

Tax 2025
2101

VAT formalities 2025
5016

Home

My Insights Documents Tasks New Nav item

TEAM MANAGEMENT

Intrepid Innovators Ltd

Users (4) Clear filter =©

Name :
Elizabeth Morris

Erika Edwards

Harold Warner

Tom Anderson

Status

Active

Active

Active

Active

Test item Navigation 1

Email

r5.0clientuser2@mail.com
r5.0clientuseri@mail.com
r5.0clientuser4@mail.com

tom.anderson@tst.bdo.world

BDO Mauritius & Co.

New test navigation Intrepid Innovators Ltd
D 214751

Resend invitation (0) & Remove user(s) (0) [

Role $ = Projects 3

Client User 4
Client User 5
Portal Client Admin ~ +1 5
Portal BDO Admin  +1 5

Y

@® Add user

Actions

If you are adding an existing user to a new project, their email address will appear as a drop-down
menu, when you enter the Add user field. If you need to add a brand-new user, click the red Invite
new user link and enter their details. Don't forget to click the Add button to finish the process.

Add user

Role *

Client User

Add user on *

Corporate Tax ... X VAT formalities... x

Add user

X

@ Invite new user

© Brussels Worldwide Services BV 2026

Cancel

40



Please note that adjustments to project permissions require time to apply fully and may not be
reflected immediately.

9.2 Managing multiple users

Select the portal name (marked by the crown icon) to open the multiple user management section.
To add users:

Click Add user

Select an available role to assign (based on existing permissions)

Select available projects (based on the currently logged-in user’s project access)
Select users to add or invite

Click Add

vk wn o=

To remove users:

1. Select users to remove (based on existing permissions)

2. Click Remove users

3. Choose whether the users should be removed from the project only or removed from both
the project and their associated tasks

X
Remove (4) selected user(s)
You are about to remove the selected user(s) access from the portal and all projects within the portal.
Please select an option below.
© Remove users
This will remove the user's access from the portal, and all projects within the portal. The user will
remain as an inactive user on any tasks that they own or have been assigned to.
Remove user(s) and remove from all tasks
This will remove the user's access from the portal, and all projects within the portal. The user will
also be removed as an assignee and owner from all tasks.
o Please note: this action is irreversible.
Ensure you have selected the appropriate option before confirming.
0/4
Cancel
X
Add user
Role *
Client Admin User '
Add useron *
Sales X Audit 2025 * Tax %
Add user
Client User05 * ClientAdmin User03 x
Email address * First name Last name
justas.lescinskas@bdo.global Justas Lescinskas ©

# Invite new user

Ca ncea m
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9.3 Portal team management

IBDO Global Portal Home My Insights Documents Tasks test1 test2
e
Q
TEAM MANAGEMENT
WL Demo Tax JL Demo Tax
4 Manage portal Admins
Q. Search users T oAz
Audit 2025
3882
Sall . . .
o BDO Admin User Client Admin User
Tax i
2594 . = . .
@ BDO Admin 05 @ clientadmin us
Tax 2021 3 bdoadmin.user05atstbd 3 clientadmin.u

2295
Tax 2027 [Prospect]
567

a78 BDO Tech Admin01 .
£ bdotech.adminQlatst bd o Justas Test50

) + °
AW\ BDOAdmIn User03

If you are added as a Portal level Client Admin (Portal Client Admin), you have access to the Manage
Portal Admins menu and to all projects under this portal.

On the same page Portal Client Admin users can also see users from the BDO Admin user group, but
they can’t make changes to the group.

9.4 Project team management

. . . Client User
If you prefer to manage users on a project level, click on a project name and
use the red plus icons to add users to each role. Click the gear icon on a user's @ ccrivinion O
name card to view additional actions and the Remove option. User detals

User roles

Remove

10. NEED FURTHER ASSISTANCE?

If you require further support to ensure the best possible Global Portal experience, please reach out to
your BDO contact.

This publication has been carefully prepared, but it has been written in general terms and should be seen as containing broad
statements only. This publication should not be used or relied upon to cover specific situations and you should not act, or refrain
from acting, upon the information contained in this publication without obtaining specific professional advice. Please contact
Global Office to discuss these matters in the context of your circumstances. Global Office, its partners, employees and agents do
not accept or assume any responsibility or duty of care in respect of any use of or reliance on this publication and will deny any
liability for any loss arising from any action taken or not taken or decision made by anyone in reliance on this publication or any
part of it. Any use of this publication or reliance on it for any purpose or in any context is therefore at your own risk, without any
right of recourse against Global Office or any of its partners, employees or agents.

BDO Global Office, a Belgium BV, is a member of BDO International Limited, a UK company limited by guarantee, and forms part
of the international BDO network of independent member firms.

BDO is the brand name for the BDO network and for each of the BDO Member Firms.
Copyright © September 2026 Global Office. All rights reserved. Published in the Netherlands.

www.bdo.global
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