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Setting up your Client Portal

If you provided the JSAs with an email address to link to your account and have not expressly requested
hardcopy documents to be provided to you, the JSAs’ team will have arranged for an individual Client
Portal to be set up for you. The Client Portals are set up through BDO’s Global Portal platform.

It is anticipated that all Client Portals will become active during the week commencing
5 February 2024; on creation of your individual Client Portal, you will receive a notification email from no-
reply-acc-eur@portal.bdo.global.

The email will contain the following wording:
Dear_@gmaﬂ.com,

You have been invited to the BDO Global
Portal

We are pleased to welcome you to the online cellaboration
wiorkspace for interacting with BDO United Kingdom.

If you haven't done so already, you will receive additional
communications from your BDO contact regarding use of this site
and new way of communicating with BDO.

Accessing the Portal

Your account has been setup with the following user name:

I - o2 con

Open this link in a browser to accept your invite and complete the

setup of your account, please refer to the setup guides for help:

portal.bdo.global

Setup Guides

This information will give you what you need to start using the
Global Portal:

« Quick Start Guide

« Additionally, there are a host of Support Pages, FAQs and
User guides that can be accessed here.

The highlighted section is a link which will take you to Multi-Factor Authentication which keeps your
Client Portal secure. We have included step-by-step instructions on how to complete this in Section 5 of
this User Guide (page 12).

Accessing your account information in your individual Client Portal
From this point, whenever you need to access your individual Client Portal, please simply click on the link

in the original email and this will take you directly to your Client Portal.

Please note that your Client Portal will not contain your documents immediately and you do not need
to take any immediate action in relation to this email. The JSAs will inform you when documents have
been uploaded to your Client Portal.
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When you do access your Client Portal, you will see a screen similar to the one below:

@ Select Portal 0 # e

4.0 X

S Recently visited deployment of 5.4 release to Acceptance. Please expect possible interruptions to the service during this time.

1009 Wealthtek LLP (In
Investment Bank Special 5

Administration) Team

-
£ Mark all as read 3 Notification preferences
W project Filter by group

G 7 Y All notifications Unread notifications

Project Member firm Description Group

Clicking on the Select Portal . (Step 1) will display the list of your Client Portals relating to each Client
Account Reference (‘CAR’) we hold for you. Therefore, if you had more than one CAR with WealthTek then
you will see more than one Client Portal displayed here. Please note that, if you are using a tablet device
to access your individual client portal, the Icon may appear at the bottom left of the screen.
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No action is required on receipt of the first notification of set-up email from no-reply-acc-
eur@portal.bdo.global; however, it will allow you to access your Client Portal and set any notification
preferences.

To set up your notification preferences you will need to access your Client Portal by clicking the link in the
initial notification email, as set out in the previous section.

You can then, if you wish to, set notification preferences so that you are informed by email when any
documents are uploaded or tasks assigned in your Client Portal.

To do this:

Click on the disc in the top right corner of the page, which should contain your initials (Step 2)
1. Click “Personal settings” in the drop-down menu (Step 3)
2. Click “Notification preferences” in the pane on the left-hand side (Step 4)

3. Toggle the buttons as required according to your preferences (Step 5).

) BDOUnitedKingdom @
|IBDO Global [Portal Home Insights Documents Exchange Next Gen More 1009 Wealthtek LLP (in Investm... Iy Z TT
& Mypiohis Notification preferences © Personal settings
£ Notification preferences Project provisioning Portal & project management Select a client
Insight preferences () Project provisioning @ O Aroject archival ® Welcome Pack
O Hroject deletion (6] Terms and conditions
() Hage activation O
() Hrospect project ©
Team management Document nfanagement
Users added/removed Files added/removed @

C’ Files made read-only @
a APT export status 6]

Tasks and Exchange Next Gen
Task assigned @

a Task unassigned ®
§63

If you choose to set up notifications, we recommend that you enable, by selecting the toggle on buttons,
the following notifications, as shown in the image above:

» Users added/removed
» Files added/removed

»  Tasks assigned.

Please note that your individual Client Portal will not be populated with documents immediately upon
creation and you will receive an email from the JSAs when your Client Assets Statement is uploaded to
your Client Portal, irrespective of whether you have selected to receive automatic notifications on the
Client Portal itself.
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Viewing your Tasks

Once you have accessed your Client Portal as set out in (Step 1), your Tasks panel will be displayed on
your Client Portal landing page and illustrated in the diagram below at (Step 6).

The JSAs will set out any tasks they require you to complete in the Tasks section.

9l 1BDO G

%

obal Portal ﬂ My Insights Documents Exchange Next Gen

Welcome to the UK BDO Global Portal - Acceptance Environment

BDO Global Portal is an online digital collaboration platform for BDO professionals to efficiently engage with

their cl
be exc

ents. It acts as a central, secure location where all engagement material and associated collateral can
lhanged and worked on by both clients and their BDO advisers, delivering a key interface for a digital

client experience.

My t

N

v

asks © Clear filter

Status v Task title Due date ¢ Project

o tasks

found

No tasks found

BDOUnitedKingdom
1004 Wealthtek LLP (In Investm... O {;

BDO Contacts

There are no BDO contacts available at this time.

Email UK Support Team

Technical Support Number

+44 208 057 1200

Mon-Fri: 9am - 5pm (UK)

*Please note that this number is only intended for IT

R e ey
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Accessing your Documents

You can access your Documents by selecting the Documents tab at the top of your Client Portal, as shown
at (Step 7). Your Client Assets Statement will be contained in this section.

80OUnitedKingdom
@ |IBDO Global Portal M My Insights Documents Exchange Next Gen 1004 Wealthtek LLP (in Investm... 0 g °

P
=
Welcome to the UK BDO Global Portal - Acceptance Environment BDO Contacts
Q BDO 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 exchanged and worked on by both clients and their BDO advisers, delivering a key interface for a digital
client experience.
There are no BDO contacts available at this time
My tasks © Clear filter
Status % Task title Due date $  Project Email UK Support Team
Technical Support Number
+44 208 057 1200
oP
S 1o tasis Toune Mon-Fri: 9am - 5pm (UK)
83 *Please note that this number is only intended for IT

Clicking on Documents (Step 7) will produce a folder of documents as shown below. Your CAR will
be shown at the head of the folder tree as shown below (Step 8). All documents in the folder will
be displayed in the main panel (Step 9). You can view each document individually by double clicking
on them.

-
BDOUitedKingdom
@ |BDO Gipbal Portal Home My Insights W Exchange Next Gen 1004 Wealthtek LLP (in Investm... 0 & °
= Q
=
DOCUMENTS > CLIENT ASSETE STATEMENT (HEAD FOLDER) > CAR 1004
> Wi Client Portal documents @ Filters
-8 CAR 1404 (I i T4
Investdentre SIPP)
Clien{ Assets Statement (head . .
X 'O::;' SR Select all Export >  Delete Move &' Sort N Download Add ®
B CAR 1004 2
Client Assets Statement (h¢ad folder)
v
g Client Asset Statement - (N ®
Explanatory Note.docx
@ Pl y A . ®
Soft Bar Notice.docx
L= . ®
i m
User Guide.docx
& ‘ o)
a
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Once you have reviewed your Client Assets Statement and other documentation uploaded to your Client
Portal, return to the Tasks section of your Client Portal (Step 6) and click on the task entitled ‘Submit
your Client Assets Claim Form’ this will provide you with a link which will take you to a secure web form,
as shown below. You can also access this form directly by clicking this link to your Client Assets Claim
Form and the link is also available in your Client Assets Statement. Please note that you will only need to
complete the Client Assets Claim Form once, and the form will allow you to input details for all your
WealthTek accounts if you have more than one.

Information you may find useful when completing your Client Assets Claim Form can be found in our FAQ
Document.

Also, please note that if any of the Client Assets you hold are held within a Self Invested Pension Plan
(SIPP), then you may need to contact your SIPP provider before completing the form. You can come back
to the form at any time by accessing it through your Client Portal or from the link embedded in your
Client Assets Statement. Please note that responses in the form cannot be saved before submission, so
we advise that you contact your SIPP provider before commencing completion of the Client Assets Claim
Form.

WEALTHTEK LLP — IN INVESTMENT BANK
SPECIAL ADMINISTRATION

CLIENT ASSETS CLAIM FORM

This Client Assets Claim Form will allow you to submit both your Client Assets claim and your Client Money claim and
should be reviewed together with your Client Assets Statement.

Prior to completing your Client Assets Claim Form you will need to make an informed decision regarding the
following:

Whether the Client Assets set out in Table 1 of your Client Assets Statement is representative of what you
undersiood WealthTek held on your behalf;

Whether the Client Money set out in Table 2 of your Client Assets Statement is representative of what you
understood WealthTek held on your behalf;

Whether you wish to apply to receive compensation from the FSCS (if eligible); and

Whether you would like to raise any gueries with the Joint Special Administrators (JSAs)

Your Client Asset Statement is set out in your individual Client Portal.

Additionally, if you elect below to receive FSCS compensation (if eligible}, you will be requested, to provide copies of
your photographic identification (such as a passport or UK full driving licence). This can be done by email and post
details of which will be sent to you in due course and posted on your individual Client Portal.

Please note that if you have more than one account with WealthTek then we will need you to complete this
form for each account you hold. Please also provide details of the accounts you hold where indicated in the
form below.
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Setting up your Multi Factor Authentication

Your Client Portal uses Multi-Factor Authentication to ensure the security of all data within it, and you are
required to use it whenever you access your portal.

You can use two methods to complete multi factor authentication:

» if you have a smartphone, by downloading the Microsoft Authenticator App from the App
Store or Google Play applications; or

» if you do not have a smartphone and need to verify your identity via phone or text message.
If you choose to use the Authenticator App 0, please be sure to install the official Microsoft app (shown
with the icon below). Please do not delete the app once installed, as you may need to use the

information contained with it next time you access your Client Portal (although you should only need to
authenticate once).

If you do not have a smartphone and need to verify your account by phone call or text message, please
refer to the instructions on page 15.
Setting up your Multi Factor Authentication using Authenticator

When you click on the link in the email you receive from BDO Global Portal, you will be directed to the
following screen. Click on the Next button (Step A) and follow the prompts on screen. You will be asked
to confirm your email address by retrieving a code from the email address that we sent your Client Portal

link to (Step B).
o o
IBDO IBDO

& grmal.com

: y , N © g mail.com
More information required
four organasation needs mose information 1o kgep Slgn in

youl Sifdnail Sl

We'll send a code to I ©gmail com
to sign you in.

e =
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You will see the following window:

IBDO

« IR g mail.com

Enter code

We just sent a code to (IR grmail.com
|:_nie.'

Didnlt receive it? Please wait for a few minutes and try again.

You will receive an email to the email account details provided to the JSAs which looks like the extract
below. Enter the Account Verification Code provided in your email where indicated at Step C and click
Sign in (Step D) as shown above.

« B 0 m B @0 @ m D

Your BDO 0365 GP PRD GBR account verification code nbex «
BDO 0365 GP PRD GEBR (via Microsoft) =account-security-noreply @accountprotection.microseft.coms
tome *

BDO 0365 GP PRD GBR

Account verification code

To access BDO 0365 GP PRD GBR's apps and resources, please use the code below for account verification. The code will only work for 30 minutes.

Account verification code:

13182606
You will then see the following window. Click Accept (Step E). Then click Next (Step F)

gma'\\,com BDO

B2 Microsoft

Permissions requested by: e
gisg BDOO365GP PRD GER More information required

bdogpgbr.onmicrosoft.com
Your organisation needs more information to kedp
By accepting, you allow this organisation to: your account secure

v Receive your profile data

< " Use a different account
~ Collect and log your activity

Learn more
v Use your profile data and activity data
You should only sccept if you trust BDO 0365 GP PRO GR. Read ﬁ

BDO 0365 GP P! s privacy statement. You can update these
myaccount.microsoft.com/organizptions.

permissions t b
Learn more

This resource is not shared by Microsoft. Through this page, you are signing-in into a BDO
Global IT application. Do not share your sign-in

Canced credentials. Contact your local BDO IT Team for
suppaort.
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You will see the following screen. Click Next (Step G)

Microsoft Authenticator

Set up your account

If prompted, allow notifications. Then add an account. and select "Work or school”.

You will see the following screen (Step H). Now open the Microsoft Authenticator app in your smartphone
and click on the + icon in the top right of the screen (Step I). Select Personal Account (Step J), you will
be asked to scan the QR code that appears in the screen in Step H. To do this click on Scan QR Code
(Step K) and hold the camera up to the screen so that the QR code in Step H appears in the pane.

il 56 Gl

Microsoft Authenticator

Scan the QR code E BOO LLP Add accolmt
I oo co.uk
Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authentidator
app with your account. HAT KitgdeF ACCOUNT ARE YOU ADDING?
After you scan the QR code, choose "Next’
Q F
5] ISy otrer iGoogle, Faceboak, stci)
£ :

R Add persohal account
‘ Can't scan image?

Scan QR code

v
e N

Sian in with Microsaft

This will link Authenticator to your Client Portal and take you through to the following screens in your individual
Client Portal.
Setting up your Multi Factor Authentication using text message or phone call

You may also authenticate your account by text message. This may be simpler and will also be the route
you need to follow if you do not have a smartphone. To do this when you see the following screen, click
on the link states, “l want to set up a different method” (Step L).

|IBDO 2

Keep your account secure

Microsoft Authentitator

6 Start by getting the app

On your phone, install the Microsoft futhenticator
app. Download now

After you install the Microsoft Authefiticator app on
your device, choose “Next",

| wanl to use a different authenticator app
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You will see the following screen. Select the down arrow Step M and click Phone then click Confirm. On
the following screen, enter the country (United Kingdom) by clicking on the down arrow Step N to the
right of the field and then type in your phone number in the box to the right of the screen (Step 0).

Choose a different method < Phone

Which method would you like to use?

United Kingdom (44 | | 123456789

Choose a method A © e A

Authenticator app

Meszag ma may apphy. Chocsng M pmeam tha tha Tarfr of surics amd Privacy
Phone oo m

Enter the code that you receive by text or phone call and follow the prompts on screen and click Next.

Phone

We just sent a 6 digit code to +44 7568513813. Enter the code below.

Enter code

Resend code

Back

| want to set up a different method

You should see the following screen. Click Next. A further screen will display the phone number to which
verifications will be sent. Click Done.

Phone

° Verification complete. Your phone has been registered,

Mext



FOR MORE INFORMATION:

+44 (0)113 521 4470
+44 (0)151 351 4700
wealthtekclients@bdo.co.uk

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 BDO LLP to discuss these
matters in the context of your particular circumstances. BDO LLP, 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 BDO LLP or any of its partners, employees or agents.

BDO LLP, a UK limited liability partnership registered in England and Wales under
number 0C305127, 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. A list of members’ names is open to inspection at our registered
office, 55 Baker Street, London W1U 7EU. BDO LLP is authorised and regulated by
the Financial Conduct Authority to conduct investment business.

BDO is the brand name of the BDO network and for each of the BDO member firms.

BDO Northern Ireland, a partnership formed in and under the laws of Northern
Ireland, is licensed to operate within the international BDO network of independent
member firms.

© January 2024 BDO LLP. All rights reserved.

www.bdo.co.uk

BDO
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