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(%)File(:ontrol

1 Logging In

A FileControl user magccessa companyby entering theURL providedhto the address bar of any
modern internet browsesuch as Internet Explorer, Microsoft Edge, Google Chrome or Meizéleox.

The URL is typically in the foimttps://xxx.myfilecontrol.com

File Edt View History Bookmarks Yahoo! Tools Help - 0O x
) ) FileContrel - Log in X\ +

r ~ o
€ & demo.myfilecontrol.com v @ || Q Search B 9 4+ A& O =
S

3! FileControl

[ rRemember me

Forgot password?

Login Pag®f demo.myfilecontrol.com

Once a user account has beereated for a userin addition to the URL the login informatioaquired
includes theCompany [Name)Jsernameand Password The password is usually temporary for security
reasons and the user will be required to reset it on first loginterthe providedlogininformation into
the fieldsand clickthe Loginbutton.

1.1 Remember Me

On the Login Page below the login fields is ackhex calledRemember meCheckinghis box saves the
Companyand Username for the URL so that the next time the user connects to that URLttho$elds
will be auto populated. User will only need to entee password Password saving is browser based
the password can only be saved if this feature is enabled in the browser being used.

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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https://xxx.myfilecontrol.com/

(%)File(:ontrol

/' FileControl

[JRemember me
B Forgot password?

Login Page showing Remember Me Option
1.2 Forgot Password

A user may reset a forgotten password from the Login Page. Clickifkgthet Passworzllink takes the
user to the Password Recovery Page.

/' FileControl

Login Page showingorget Password link
Enterthe Company and Username and click Resetbutton. An email will be sent to the email address

associated with the user accouwith a temporary password. The user will need to reset with a
permanent password on next login.

:'FileControl - Password Recovery

Password Recovery Page
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2 Home Page
A Home

The Home Page is the defalanding page on first logihe Home Page is divided irftee sections: (1)
Cabinets, (2) Search Histarjrecent Search and Saved 18ba(3)Recent Bookmarks, (4) Recent and
Top Views, and (5) Access Statistics.

5 FileControl ome  [DDocuments  Batching

B CABINET(S) Q RECENT SLARCH (10 Q SAVID SEARCH (10)

’.- (A10n Productons
Folder(s) Beck Sally AND File Dxtension CONTAINS »is

A Caven Tradn
- .

Folder() Back Salty

A Contidential Wwork n Progress
- g

Folders) B amner Sandra

Folders) Daves Dana

Folders) Rapp B

Folder(s) Queanet Joe

Folderis) Quenet Joe AND Relationshp BUANK

Folder(s) Quenet Jow AND Relationship NOT BLANK

Folder(s) Quenet Joe

R RECINT BOOKMARKS 3 v
Nasme Boskmarked On e Cabimet T older

.
Yoo Cabinet § cAder Viewed On

D ACCISS STATISTICS (LAST | MONTN)

-~

Home Pagshowing All Sections
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2.1 Cabinets

The Cabinetsectionis located on the left of the Homeageand displays the Cabinets that the user
permissions to Clickingon a particular Cabinegn the list takes the usetthe Documents View of the
Documents page where the cabinets, folders and documents are li€kcking theView Allbutton at
the bottom of the Cabinets Section will also take the user to the Documents Home View of the
Documents page where cabinet ddsaand their folders can be vieweBeeSection 41 Documents
Home Viewfor more details.

= s -
= 3/ FileControl # Home  [3Documents Batching fedemo [enron] )
& CABINET(S) Q, RECENT SEARCH (10) Q SAVED SEARCH (10)
"i Enron Productions
Folder(s) Arnold John AND MD5SHash EQUALS 9B8210T0125A0A18B3A2214151TB5F2T
= Enron Tradin|
- &
Folder(s) Arnold John
= Confidential Work in Progress
- _ &
Folder(s) Arnold John
Folder(s) Confidential Work in Progress
Folder(s) Confidential Work in Progress
Folder(s) Tycholiz Barry AND Content=brawner
Folder(s) Enron Trading OR Beck Sally OR Forney John OR Hodge John OR Brawner Sandra OR Shankman Jeffrey OR Schwieg...
View Alls View All»
M RECENT BOOKMARKS View All»
L Name Bookmarked On File Cabinet/Folder
1 38ab632b-62ca-4e05-aldb-5aak15d1Tddd.docx £/23/2015 11:41:40 PM 38ab632b-62ca-4e05-a14b-633815d17ddd doox CJK Doc
[l

Home Pagshowing theCabinet Section
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2.2 Search History
The Search Histoiectionis divided intotwo tabs (1) Recent SearcHistory and2) Saved Search

History.

=3[ FileControl # Home [ Documents Batching fedemo [enron] )

& CABINET(S) Q RECENT SEARCH (10) Q SAVED SEARCH (10)

"i Enron Productions
A Folder(s) Arnold John AND MD5Hash EQUALS 9BE219T0125A0A18B3A2214151TBSF2T

= Enron Tradin,
- e

Folder(s) Arnold John
a5 Confidential Work in Progress

Folder(s) Arnold John

Folder(s) Confidential Work in Progress

Folder(s) Confidential Work in Progress

Folder(s) Tycholiz Barry AND Content=brawner

Folder(s) Enron Trading OR Beck Sally OR Forney John OR Hodge John OR Brawner Sandra OR Shankman Jeffrey OR Schwieg...

View Alls View All»
M RECENT BOOKMARKS View All»
# Name Bookmarked On File Cabinet/Folder
1 3Bab632b-62ca-4e05-a14b-6aa15d17ddd.docx 8/23/2015 11:41:40 PM 38ab632b-62ca-4e05-a14b-6aa815d17ddd.doox CJK Doc

Home Pagshowing theSearch History Sections

2.2.1 Recent Search History

The ecent Search Histoigectionis located on theop middle of the Homd?ageand displays the last

0Sy 2F GKS dzaSNDR&a aSINOKSad® ¢KS &aSIkNOK ONROGSNRI
recent search. A recent search mayrbe from this viewby clicking on the particular search.
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Q RECENT SEARCH (10) Q SAVED SEARCH (21)

Folder(s) FC2R

Folder(s) Enron Trading OR Beck Sally OR Forney John OR Hodge John OR Brawner Sandra OR Shankman Jeffrey OR Schwieg.

Folder(s) Enron Trading OR Beck Sally OR Forney John OR Hodge John OR Brawner Sandra OR Shankman Jeffrey OR Schwieg.

Folder(s) Enron Trading OR Beck Sally OR Forney John OR Hodge John OR Brawner Sandra OR Shankman Jeffrey OR Schwieg,..

Folder(s) Enron Trading

Folder(s) Enron Trading

Folder(s) Enron Trading

Folder(z) Enron Productions OR PRODO0S

Folder(s) Enron Productions OR PRODOOL

View All »

Recent Searchabin Search History Section

Clicking theView Allbutton at the bottom of the Recent Search Tabl launch the Recent Search
HistoryList jpge where the last 100 recent searches are displayetkbult

RECENT SEARCH (101) ® ®

O criteria Date Created Date Modified
O Folder(s) BatchCaboo1 2/11/2016 6:38:10 AM 2/11/2016 6:38:10 AM sCPARAE
O Folder(s)F 1/22/2016 1:55:10 PM 1/22/2016 1:55:10 PM sCPES
[0 Folder(s) Enron Trading OR Beck Sally OR Forney John OR Hodg... 1/22{2016 10:12:40 AM 1/22/2016 10:12:40 AM sCPBEE
0 Folder(s) Enron Trading 1/22/2016 10:10:27 AM 1/22/2016 10:10:27 AM eCPBEE
[0 Folder(s) Arnold John 1/20/2016 11:43:52 PM 1/20/2016 11:43:52 PM e*C BB
O Fold Enron Trading 1/20/2016 11:43:27 PM 1/20/2016 11:43:27 FM ®*CEBRE
[0 elank Search on Folder Ring Andrea 1/19/2016 2:41:25 PM 1/19/2016 2:41:25 PM e CCBEE
[0 search on Folder(s) Enron Trading rnold John OR Beck Sal. 1/19/2016 2:41:12 PM 1/19/2016 2:41:12 PM ®=CPPES
[ elank Search on Folder Ring Andrea 1/19/2016 2:38:31 PM 1/19/2016 2:38:31 PM ®=CPRE
O elank Search on Folde 1/19/2016 2:36:08 PM 1/19/2016 2:36:08 PM =C B
O Folder(s) Ring Andrea 1/19/2016 2:34:48 PM 1/19/2016 2:34:48 PM ®sCPARE
O Folder(s) Brawner Sandra 1/19/2016 12:52:04 PM 1/19/2016 12:52:04 PM ®:CPREAE
O Folder(s) Beck Sally 1/19/2016 12:50:43 PM 1/19/2016 12:50:43 PM sCcCP@E
O Folder(s 1/19/2016 12:50:26 PM 1/19/2016 12:50:26 PM ®eCPBEE
O Folder(s 1/19/2016 12:49:01 PM 1/19/2016 12:49:01 PM «CCBE
O Folder(s) Enron Trading ohn OR Hodg... 1/19/2016 11:41:25 AM 1/19/2016 11:41:25 AM ®*CE2BEE
[0 Folder(s) Arnold John 1/19/2016 11:40:14 AM 1/19/2016 11:40:14 AM ®*eC B8
O Enron Trading 1/19/2016 11:40:09 AM 1/19/2016 11:40:09 AM :CEBE
O Folder(s) Beck Sally 1/18/2016 3:33:05 FM 1/18/2016 3:33:05 PM ®*CERSE
O Folder(s) Litigation M Module 1/18/2016 3:27:29 PM 1/18/2016 3:27:29 PM =C B
mn Falderi) Arnald Iohn 1N3PME 72333 PM 1M320M6 22333 PM s MBS
« Back

Recent Searchist Page

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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(%) FileControl

The Recent Search Histdrngtpage display$or each recensearch search criteria, the date the search
was createdandthe date that the search wakast modified On the list pagéy clicking the
correspondindutton for a particular searcthe user can:

1 “® Viewsearch criteria Displays théull criteria of the search

1 < Executethe search:Reapplies the search criteria and takes the user to the Documents
View Page to view the search results.

e . . . ..
 — Loadsearch criterialoads the search criteria into the Advanced Search screen where the
user carview, oredit the criteriaand execute the seah.

T
1 = Savethe search:Allows the user to save the search with a name and share with other users
if desired.

1 — Deletethe recent search from the historyAllows the user to delete the recent search.
Searches are automatically overwritten once therst limit is reached. The default number of
searches saved is 100 but this canifieased up to 250 in Accounts Settings.

2.2.2 Saved Search History

The Saved Search Hist@sctionis located on theop right of the HomePageand displayshe last ten
ofl KS dza SN & oadaddsRarches shh@iKvEnihe usdihe search criteria of a saved
search can be displayed by hovering over the saved. A saved searble exacutedfrom this view by
clicking on the particular search.

Q RECENT SEARCH (10) | Q SAVED SEARCH (31 |

Enron Trading - Aquila and Tina and Ontario

Search for CJK only text

Wall Street to Tag Hot

Concept Merger Stock Value

Saved Searchab inSearch History Section

The user may also launch the Saved Search List Radicking theView Allbutton at the bottom of this
sectionwhich will display the last 100 recent searches by default

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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arch Name Date Created Date Modified Owned By Modified By

Saved Seardhist Page

The Saved Search List page displays each saved @garchy/theYti&te the saved search was created,
the date that the search was last modified, who owns/created the search, and who last modified the
search. Asaved search may be savedrasvateor Sharedor may be associated with a Batch.

)l
1

“* Indicates that the search has been shared.
= Indicates that the search is associated with a batch

On the listpageby clicking the corresponding button for a particular seahghuser can:

)l
)l

“® View search criteriaDisplays the criteria of the search below it.

< Execute the searchReapplies the sarch criteria and takes the user to the Documents View
Page to view the search results.

— Load search criterid.oads the search criteria into the Advanced Search screen where the
user carview, oredit the criteria before executing.

< Edit the savedsearch Allows the user to edit the properties of a private search or one that
is not associated with a batch; or share the search with a user or group.

— Delete the saved search from the histomilows the user to delete the search. Searches
are overwriten once the stored limit is reached. The default number of searches saved is 100
but this can be increased up to 250 in Accounts Settings.

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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2.3 Recent Bookmarks

TheRecent Bookmarksectionis located on the HomBagebelow the Cabinets and Search History

sectionsk YR RA&LX | & &

0 KS f I Zddocudefts. Zie lish Kdvs s ofIba

6221 Yl

bookmark, the date the document/page was bookmarked, the filename of the document and the folder
it exists in. A bookmarked document can be viewed by clicking the name. The user will be taken to the

document or page of the documentahwas bookmarked. €king theView Allbutton at the top of this

sectionwill take the user to a list of all thbookmarks owned by @hared with the user.

M RECENT BOOKMARKS

Name Bookmarked On

View Alls

File Cabinet/Folder

Recent Bookmarks

2.4 Recent & Top Views

TheRecent and Top Views sectimnocatedright below the Recent Bookmarks section. Recent Views

displays a list of the last 10 documents viewed by the user in the ordemtbegviewed while Top
Views show a list of the 10 most viewed documents. Clicking the document name takes the user to the
document. The user can toggle between the two lists usiegadio buttons.

# File

1 FIRM GAS GTC OTC

9 RE: Note.msg

10

Cabinet\Folder Viewed On

Enron Trading \ Ring Andrea 1/23/2016 11:33:13 AM

Enron Trading | Ring Andrea 1/23/2016 11:3%:13 AM
Enron Trading | Ring Andrea
Enron Trading | Ring Andrea
Enron Trading | Ring Andrea
Enron Trading \ Ring Andrea

Enron Trading | Ring Andrea

Enron Trading \ Ring Andrea

PR~ R~ R R
[~ R R

Enron Trading \ Ring Andrea

CJF

2 PN e R e (R e B

22/2016 10:4T:56 AM

Section of the Home Paghowing the Recent & Top Views Sections

2.5 Access Statistics

The Access Statistics section githee user some basic usage information for the last month of activity.
Statistics provided ar€otalFiles Viewed, Total Files Downloaded and Total Files Uploaded

D ACCESS STATISTICS (LAST 1 MONTH)

Total Files Viewed

@ COPYRIGHT 2016 FILECONTROL

Total Files Downloaded

-~

2

Total Files Uploaded

Section of the Home Paghowing theAccess Statistics Section

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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3 User Options
This User Options section is accesspdn lagin by clicking on the user name at the top right of the site
(from any page)The drop down mengontains options to manage the user experience

Edit Profile

Change Password

Account Settings

Sign Out

User Options Menu

3.1 Edit Profile

Clicking a Edit Profile on the drop down menu takes the user to the Edit Profile page where the User
information can be ugated. The available fields aFérst NamgRequired] Last NamgRequired]

Email andOrganization Clickng the Savebutton saveshe changesvhile clickingthe Closebutton

cancels the process and exits the popup

Edit Profile L

fedemo@filecontrol.com

'::'3.1‘1 zation

FileControl

Save Close

Edit Profile Page

3.2 Change Password

Clicking on Change Password on the drop down menu takes the user to the Change Password page
where the password can be changed. The user will need to know the current password itoorder
change ithere. Clicling theSavebutton saveghe changesvhile clicking theClosebutton exits the
popupwithout saving any changes

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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Old Pasword

Change Password Page

3.3 Accounts Settings
Clicking on Accounts Settings on the drop down menu takes the user to the Accounts Settings pages
where the Display, Search, Update behavior for thersitg beset.

3.3.1 Display

The Display settings are listed on the Display tab. The user can check otteetgutions accordingly to
make changes. Click) theUpdate button saveghe changesvhile clicking theClosebutton exits the
popupwithout saving any changes

Display

Update Close

Display Settings

The options are:
1 Print with annotation: When checked any annotatison an image will be printed along with
the image.
1 Show file count in folder treeWhen checked the number of documents in a folder and its
subfolders wilbe displayed next to the folder namerf all folders on the Documents View.
91 Persistent HighlightingWWhen checked previoustonfiguredsearch terms are highlighted in
the Document viewer whenever a document is viewed.

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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1 Records Per Pag&he usercan select the number of documents to bedi$per page in the
Search Results List of the Documents View. The default is 100 and the aptitresdrop down
menurange from 10 to 1000.

1 Landing Pagerhe usercan select the page which will appear first on logging into the site. The
default is the Hora Page and the options vary based on the tabs/modules thehasgthe
permission to. Thetber options are Documents, Batching, Reports, and Admin.

1 Batch Documents Reviev@nly available if the user has access to the Batching Module. The
user can select the Review status of documents to be displayed. The options are Both,
Reviewed, and Not Reviewed where Both is the default.

3.3.2 Search

The Search settings are listed on Display tab. The user can check or select the options accordingly to
make changes. Cliclg theUpdate button saveghe changesvhile clicking theClosebutton exits the
popupwithout saving any changes

Search

Search Settings

The options are:
1 Include memo fieldsWhen checked memo type fields appear in the Search Results list.
1 Include system fieldsWWhen checked system type fields appear in the Search Results list.
1 Recent Search Counthe numler of recent searches to store. The user cateea number
from 1 to 250 with 100 being the default.

3.3.3 Update

Update settings are listed on the Display tab. The user can check or select the options accordingly to
make changes. Click) theUpdate button savesthe changesvhile clickinghe Closebutton exits the
popupwithout saving any changes

Update

Update Close

Update Settings

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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The options are:
9 Orientation Save Messag&Vhen checked a message will be displayed reminding the user to
save page orientation changes. This setting is checked by default.
1 RecordNavigation ScopeControls the navigation between documents in the Document
Viewer. ThePrevious Save Save& Next, and Nextbuttons are used for document navigation.

o Current PageWhen selected navigation is restricted to the current search result page,
i.e. once the user reaches the end of the current page of results the Next and Save &
Nextbuttons will no longer be available atioke user will have to go to the next paga
the Documents View page continue reviewing the documents.

o Entire ResultsWhen selected navigation it restricted to the current search result
page, i.e. the useran navigate to the next document until the entire result set has been
reviewed. TheNextand Save & Nexbuttons are available until the last document in
the search results set.

1 Tag BehaviorControlsdocumenttagging behavior.

o Individual: When selectd only selected documents, page of documents or search
criteria will be tagged during the tagging process.

o Family:When selected family documents will be tagged along with selected documents.

3.4 Signing Out
Clicking theSign Outbutton on the User Optionsienu will log the useout of the site. The user will be
taken to the log on screen. The date and time of sign out will be logged in the system.

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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4 Documents Page

The Documents Page has two views: (1) the Documents Home View and (2) the Documents View.

4.1 Documents Home View

The Documents Homdiew is accessed bslicking the Documents tab at the top of the site ordligking
the View All button on the Caliiets section of the Home Pag&his viewshows all of the Cabinets
within the databasehat the use haspermissiongo.

Documents Page Home View

Clicking on a Cabinet name will take the user to the Documents. \@mking on theShow Details @
button next to Cabinet name di&ys details about that cabinet

Enron Trading

Show DetailsDetails of Enron Trading Cabinet

Clicking on thé&how Folder: ™ button displays the Cabinet name which can be expanded to show all its
subfolders. Here the user can check one, multiple or all foldesgdoch for documents.

Enron Trading @

©  CheckAll
Uncheck All
"~ Expand Folders

Collpase Folders B

Show Foldergzolders of Enron Trading Cabinet (Withntext Menu)

FileControl Partners LTD
1300 Texas Street
Houston, TX 77002
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