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Plexus User Guide

[Customer] is using Plexus!

We've started using Plexus to simplify contract management and legal matter management
across our organisation. From Plexus, you can expect:

e A structured process for all things contract management and contract storage

e Approval and signing logic for our Delegation of Authority

e Digital contract signing

e Automated notifications to help with key contract dates

e Contract and matter reporting

e An audit trail on all contract related activity

e (Centralised Requests: All legal support requests are managed in one place for easier
tracking and management.

First time using the platform? Here's a handy guide we've pre-prepared to assist you through the
steps.
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Getting Started

In order to start using Plexus, you'll first need to set up your account.

Access by Single Sign On

Once we've enabled Single Sign On, you'll be able to log in using your regular email address and
password used at work and across other websites. Enter your work address and follow the
prompts. Where you did not previously have a Plexus account, one will be created for you upon
filling in your work email and details.

Once logged in, you'll have a range of prompts to enter your first and last name. You'll need to
read and accept the Plexus Terms and Conditions of use. Plexus will also ask you to answer a
few questions, such as your department and reason for using the platform.

Example below - Single Sign on enabled. Simply enter your work email address at this Plexus
login page to continue to the Plexus dashboard.

& PLEXUS Plexus: Freeing your people from
administrative work.
Log in
By automating your administrative legal processes, Plexus reduces admin,
improves compliances, accelerates execution and frees everyone up to focus on
& Single sign on enabled the important stuff.

Afternoon, Gemma. What legal support do you require?

eden.deluca@plxs.com.aul ]

Not a customer? Try for free

Sign T i progress 174
S by Jonnidor i by 153,58 o4

e

Learn more


https://plxs.au.auth0.com/login?state=hKFo2SBZZXFRV1pxUlBCWnl0UXlON3JNYTYxWW5iRkt2dXJsMKFupWxvZ2luo3RpZNkgOV9vSldpSVhzSWxZX3BiSFI1Y1VHc0pNOGV1RTZnVTCjY2lk2SB5Umk4ZHBSNlFtMzJ1c2g5RVhrUkNVbjF5ODNFQVFjbw&client=yRi8dpR6Qm32ush9EXkRCUn1y83EAQco&protocol=oauth2&response_type=token&response_mode=form_post&scope=openid%20profile&redirect_uri=https%3A%2F%2Fapp.legalgateway.com.au%2Fauth%2Fcallback%2F%3Fnext%3D%252F
https://plxs.au.auth0.com/login?state=hKFo2SBZZXFRV1pxUlBCWnl0UXlON3JNYTYxWW5iRkt2dXJsMKFupWxvZ2luo3RpZNkgOV9vSldpSVhzSWxZX3BiSFI1Y1VHc0pNOGV1RTZnVTCjY2lk2SB5Umk4ZHBSNlFtMzJ1c2g5RVhrUkNVbjF5ODNFQVFjbw&client=yRi8dpR6Qm32ush9EXkRCUn1y83EAQco&protocol=oauth2&response_type=token&response_mode=form_post&scope=openid%20profile&redirect_uri=https%3A%2F%2Fapp.legalgateway.com.au%2Fauth%2Fcallback%2F%3Fnext%3D%252F
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The Dashboard

Access all of our Plexus applications and more from the Dashboard.

6 PLEXUS h for dny doimant = i — 0 Piens g tmt ™
Good afternoon, Eden. How can we help today?

W  Dasnueary

B Cotments

£ Matters

B Ao N @ (IJ E

0 Ssetting - I .

Notifications
You'll receive all notifications via your email when there’'s something for you to action in Plexus.

A copy of these notifications are also found on the Dashboard.

Search lor any docurment... =1 A Invite a teammate ° Fden De Lucs ’ "

& PLEXUS

Good afternoon, Eden. How can we help today?

A Dashboard
B Documents
& Matters ® 1\ E'.
i Aops -
B2 Insights - Request legal Store a aw
suppart dacument eSign

B sattings -
@  Flatform tours

Matifications All natifications - Recently viewed My matters View all matters
7 Help articles

Terminal 3 15 Praject - Technalogy and Service Pracurement

o Master Test Document july 2024 ABC Company is
Pian and Draft RFPs

P Master Test Document July 2024 ABC Company
awaiting signature

Master Services Agreement

Sert 31 Ul 2024, 1Z037M 19 Jul 2024
- Awaiting signature
View Send s reminder L i
B Youneedto approve Master Test Dacument 2024 - DEF Staterment of Wark Test Matter - Initial Draft Review
Company June 2024 Master Services Agreement 30 jun 3034
S 10 ol 3054, 1058 A - Awsiting signature W Open

View L]

MSA & SOW ABC Campany July 2024

SwRIS 0 (G PLEXUS Debeta all Commercial Agreement
e Executed

< Collapse
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Recently Viewed

@ PLEXUS

Search for any document.

Good afternoon, Eden. How can we help today?

@A Dashboard
Documents
£  Matters

® &

Apps v
22 insights h Request legal Storea
support, document
£ Settings v
© Platform tours
Notifications All notifications ~
?  Help articles
2. Master Test Document July 2024 ABC Company is
awaiting signature
Sent31Jul 2024, 1203 P
View Send a reminder L ]
You need to approve Master Test Document 2024 - DEF
Company June 2024
Sent 31 Jul 2024, 10:38 A
View w
powERED BY (&) PLEXUS Delete all
< Collapse

.

Approve and
esign

Recently viewed

Master Test Document July 2024 ABC Company
Master Services Agreement

#- Awaiting signature

statement of Work
Master Services Agreement

#- Awaiting signature

MSA & SOW ABC Company July 2024
Commercial Agreement

- Executed

A Invite ateammate e Eden beLuca

Flens Logal Demo o

My matters View all matters

Terminal 3 1S Project - Technology and Service Procurement
Plan and Draft RFPs
19Jul 2024

M Open

Test Matter - Initial Draft Review
30Jun 2024

M Open

If you recently clicked into a document, the direct link to that file will show on the Dashboard

too.
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My Matters

All Matters that you've recently submitted to the legal team to review will show here with a brief

status update.

Search for any document

& PLEXUS

Good afternoon, Eden. How can we help today?

Dashboard

&
B Documents
=

Matters @ & E

2 Apps -
2 insights - Request legal Store a Approve and
suppart document esign
0 Settings -
@  Platform tours
Notifications Al notifications - Recently viewed

?  Help articles

g Master Test Document July 2024 ABC Company is
awaiting signature
Sent 31 Jul 2024, 1203 Ml

Master Test Document July 2024 ABC Company
Master Services Agreement

e Awaiting signature
View Send a reminder L ]

B Youneed to approve Master Tast Document 2024 - DEF Statement of Work

Company June 2024 Master Services Agreement
Sent 31 Jul Bk, 10:38 Ak - Awalting signsture
View w

MSA & SOW ABC Company July 2024

roweRts By @) FLEXUS Commercial Agreement

Delete all

¢ Collapse il

Search bar

Search through all your available documents at the top of the screen.

A Invite a teammate . EdenDelucs v

My matters View all matters

Terminal 3 1S Project - Technology and Service Procurement
Plan and Draft RFPs
19 Jul 2024

M Open

Test Matter - Initial Draft Rewiew
30 Jun 2024

W Open

I Search for any document...
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Q I 4 Invite a teammate o EdenDeluca

531 Dame of

Good afternoon, Eden. How can we help today?

#®  Dashboard
B Documents
2| Mauers ® /P
aas J
= Apps -
2 insights - Request legal Store a Approve and
suppart dacument eSign
Q Semings -
O Platform tours
Motifications Al natifications - Recently viewed
?  Helpartides

o Master Test Document july 2024 ABE Company is
awaiting signature
Senc 31 jul 2024, 1 203PM

Master Test Document July 2024 ABC Campany
Master Services Agreement

- wwaiting signature
View Send a remninder w

Statement of Work

B Youneed to approve Master Test Dacument 2024 - DEF o
Master Services Agreement

Company June 2024
Sart 37 jul 2004, 1058 AM P hwaiting signature

View w

MSA & SOW ABC Compary July 2024
Commercial Agreement

£a o G PLENUS Delete all

¢ Collapse (|

My matters View all matters

Terminal 3 1§ Preject - Technalagy and Service Procurement
Plan and Draft BFFs
19 Jul 2024

M Open

Test Matter - Initial Draft Review
30 Jun 2024

M Open
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Invite a Teammate
Invite your team members to collaborate with you in Plexus from the top right hand corner of

your screen!

- Search for any document... a @ EdenDelua .
®]J1F\ng _ o o

Good afternoon, Eden. How can we help today?

&  Dashboard
E pocuments
= Matters ® '
Bl Apps -
& insights - Request lega Store a Approve and
suppart dacument eSign

& sottings -
@  Flatform tours

Matifications All patifications - Recently viewed My matters View all matters

?  Help articles

Termninal 3 15 Project - Technology and Service Procurement
Plan and Draft RFPs

g Master Test Document July 2024 ABC Compary is

P Master Test Document July 2024 ABC Company
awaiting signature

Master Services Agreement
St 17 ul 004, 12 1PM Ap 19 Jul 2024

W Awaiting signature

View Send a reminder L] M Open
g Younced to approve Master Test Documsnt 2024 - DEF Stavement of Work Test Matter - Initial Draft Review
Company June 2024 Master Services Agreement 301un 2024
Sone 30 2004, 1055 A0 % Awalting signature " opon
View L
MSA & SOW ABC Company July 2024
OWERED B @ FLENUS Commercial Agreement
: & rLEx Delete all " o
< Collapse L

The Main Menu

Access all key areas of Plexus from your main menu.
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- Search for any dotument. a A Invite a teammate e
@ PLEXUS Q i
Good afternoon, Eden. How can we help today?
#  Dashboard
B oocuments
= Matters ’P
) Q) &
= Apps -
I insights - Request legal Stare a Approve and
suppart dacument esign
0 Sewings -
@ Platform tours
- — Matifications Al natifications v Recently viewed My matters View all matters
?  Melp articles

Terminal 315 Project - Technalagy and Service Procurament
Plan and Draft RFPs

3. Master Test Document july 2024 ABC Company is

awalting signature Master Test Dacument July 2024 ADE Campany

Master Services Agreement

Senc 31 jul 2004, 1E0IPM 19 Jul 2024
P mwaiting signature
View Send a reminder L] L
B Youneedtoapprove Master Test Document 2024 - DEF Statwrmant of Work Test Matter - Initial Draft Review

Company june 2624 Master Services Agreement a0 jun 2024
Sart 31l 2004, 10:58 204 - Awaiting signature " Gpen

View w

BASA & SO ABC Compary july 2024
roweRtn oy @ FLEXUS Delete all Commercial Agreement G
< Callapse ¥ Executed

Documents List
From the Documents menu, you can view all documents that you have uploaded in Plexus. Any

documents shared with you for viewing, approval and/or signing will also show in this list.

General users will only be able to view the documents they uploaded into the platform. Teams
may have super users (usually managers or lawyers) who will be able to access all documents for
their business unit.

Matters List
From your Matters list, you'll be able to see all matters created by the Request Legal Support

application tile.

Platform Tours
Access quick platform tours to help you find your bearings in the tool.

Help Articles
Find the answers to your questions using Plexus-generated help content online.

Chat
Use the chat tool in the bottom right-hand corner of the screen to speak directly with Plexus

support.
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Search for any document... a 4 Invite a teammate ° S

® PLEXUS
Good afternoon, Eden. How can we help today?

#  Dashboard

B Documents

- B B8 E

I inzights - Request lega Approve and
suppart ESign
B Settings -
@ Flatform tours
Notifications All natifications - Recently viewed My matters Wiew all matters

?  Help articles

g Master Test Document july 2024 ABC Company is
awaiting signature

Terminal 315 Project - Technalogy and Service Procurement

Master Test Document July 2024 ABC Company P
an and Draft RFPs

Master Services Agreement

St 10 ol 204, 121 M 19 Jul 2024
W Awaiting signature
View Send a reminder L] e
B Youneed o approve Master Test Oacument 2024 - DEF Staternent of Work Test Matter - Initial Draft Review
Company June 2024 Master Services Agreement 30Jun 2024
Senc 31 Jul 2024, 1E3EAM * Awaiting signature I Open

View w

MSA & SOW ABC Company July 2024

e @ PLENUS Delereal Commercial Agreerent Q
e Execute
< Collapse Ex d

Uploading a Document for Storage

Store legacy documents in Plexus by using the Store a Document tile. Any existing
documentation signed outside of Plexus can be stored via this app for future use! If you're
looking to create a workflow with legal review, approval and signing, skip to the next section for
more detail.
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Step 1
Click on the Store a Document tile on the Dashboard.

T

wJ

Store a
document

Step 2
Upload your file into the system by clicking Browse. You'll notice a dropdown to add both a Main
and supporting documentation as either a Sub-document or Internal document attachment

type.
e Note that any file that you upload in a ‘Sub-Document’ format will be visible by all parties

including external counterparties upon sharing. If you're after a way to upload
documentation that will be internally facing only, use the attachment type ‘Internal
document’

Store a document

Last saved at 31 July 2024, 5:33 pm Start a new submission

© Document details

Upload the main document and any sub-documents to your workflow

What files would you like to upload? ‘

Files should be smaller than 100ME

(~ Attachment type

n Master Test Document.docx Main document A [ ]
 Attachment type

D Statement of Work.docx Sub-document hd [ ]
 Attachment type

‘ Contract Summary Sheet.docx Internal document he [ ]

Step 3
Enter all key details about your contract including:

e Document title

e Document type

e Has the document been executed (if yes, enter a date)
e Start and end dates
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Document value and currency

Owner - someone who you're uploading the document for & who requires visibility over
your work

Is another party involved/ Counterparty details - this is where you enter the supplier and
contact details. Fill this out where you can as it will strengthen our reporting!

You'll notice that we may have included specific questions based on the type of document you
are uploading.

Be sure to add as much information as possible as this will assist you with finding your
document later.

Agency Agreement -

F\-lul type of docusment is Lthis?

Has this document been executed?

" Yes * No

Does this document have a start or expiry date?

" Yes ¥ No
Currency - What is the document value? It is '”.“pf’"a“‘ 1o enter the doct_lmr_em valuz &3 this
‘ — will impact the delegated signing authority
Qpmanal opiana

|5 this related to IT or software involved in this contrace?

~ Yes X Ne

Is a modern slavery questionnaire required to be completed?

~ Yes X Ne

I there an IT security form required to be completed?

~ Yes X No

Are you uploading this document on behalf of someone else?
You can Incluge anciher stakehokdar wha Wil BeT aC0ess 10 the golument and Iis notiMcamons

~ Yes X Ne

ls anather party involved?

Search and repoft on the COUMErPETTY INfarmatian entered nere h Use this field to input your counterparty

details for reporting purposes

~ Yes X No

Step 4

Add document reminders if you'd like to be notified, either before the nominated expiry date, or
on a specific date.
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© Document alerts

Include document alerts to schedule optional netifications for your file.

Alert: Sent on specific date

Email subject

Email body

Send date o] ‘
Recipients

Email Q, ‘ Name

| =+ Add another recipient +2 Add myself

+ Add another alert

sk m

Step 5
Click Submit to finish loading your document into Plexus!

Uploading legacy documents into the platform is just that easy! If you're interested in creating
documents with approval and signing workflows, read on for more information on the Approve
and eSign app.
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Uploading a Document with Review, Approval and
Signing Workflows

We've made it super easy to have documents uploaded for expedited legal review, approval and
signing, and we've taken a lot of the guesswork away from you when deciding who exactly across
the organisation needs to see and action a file! Better yet, all documents that run through a
Plexus workflow will be stored alongside the legacy contracts uploaded via the previous section,
creating a single source of truth for our contracts!

Step 1
Click on the Approve and eSign tile on the Dashboard. This is where you'll upload all documents

to have items reviewed, approved and signed by internal and external counterparties!

Approve and
a5ign

Step 2

Upload your file into the system by clicking Browse. You'll notice a dropdown to add both a Main
and supporting documentation as either a Sub-document or Internal document attachment
type.

e Note that any file that you upload in a ‘Sub-Document’ format will be visible by all parties
including external counterparties upon sharing. If you're after a way to upload
documentation that will be internally facing only, use the attachment type ‘Internal
document’
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Approve and eSign

Last saved at 05 August 2024, 10:09 am Start a new subrmisshen

@ Document details

Upload the main decument and any sub-documents to your workflow

What files would you like to upload? m ‘

Flles should be smaller than 35ME

Artachenent type

. Contract Summary Sheet.docx {Internal document v [}
Artachement type

. Statement of Work.docx {Sub-dacument - (]
Artachment type

. Master Test Document.docx {Ma in decument - [

Step 3

As per the previous section, you'll need to enter all key details about your contract including:
e Document title
e Document type
e Start and end dates

You'll notice that we may have included specific questions based on the type of document you
are uploading.

Be sure to add as much information as possible as this will assist you with finding your
document later! In the Approve and eSign app, the details you fill in here will also influence your
document's workflow and delegation of authority.

Is this related to IT or software involved in this contract?
~ Yes X No
Is this an agreement with a potential conflict of interest?
Far examiple ks the Counterpany a company that an employee has an Interest In or a oase persanal relatianship with?

W Yes ® Neo

If yes, please disclose the nature of the relationship.

Optanal

Is a modern slavery questionnaire required to be completed?

A few additional fields to keep your eye on are:
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e Document value and currency - filling this out will strengthen our reporting!

Currency WWhat is the document valus?
[AU v] - {50,000

Oprlanal Opeianal

e Owner - someone who you're uploading the document for & who requires visibility over
your work

Are you uploading this document on behalf of someone else?
¥ou can Include anather stakeholder who will get access ta the document and Its nodifications.

" Yes ¥ No

Owner of the document

Ernail Q,

Name [ ]

e Counterparty - this is where you enter the supplier and contact details. Fill this out where
you can as it will strengthen our reporting!

Is anather party involved?
Search and repart an te counterparty Information entered here.

W Yes ® Mo

m

Company name ‘

Contact name

Contact email address = ‘

optional oprional

=+ Add party

e Receive a copy of the final signed agreement - if yes, enter the email of all individuals
who need to receive the copy of the signed file.

Do you want to send a copy of the final signed document to anyone?

" Yes ¥ Mo

Send document to

Mame

Email Q,

= add user

A copy of the final signed document can be sent to an internal Plexus user or external recipient.

As the document author, you will automatically receive a final signed copy by email when the
document has been fully executed. A final signed copy will also be saved in the system,
accessible to all internal users (i.e. approvers and signers) who were part of the document
workflow.



&) PLEXUS

Step 3A - Templated Workflows TO BE COMPLETED ONCE DOA ADDED
Based on the information entered in Step 2, the legal reviewer, approver(s) and person(s)

authorised to sign the document will be allocated to the document’s workflow.

You may add additional approvers and signers to the list where required, or you may keep the
template as it is. Note that you won't be able to remove any templated approvers based on what
we've set up for you.

Step 3B - Non-Templated Workflows
If you find that these fields are empty, you'll be able to template your own approvers and signers
in this section.

Approve and eSign

Last saved at 12 September 2024, 1:04 pm Start a new submission

& Document details

© Document workflow

Define the document's workflow
This workflow may be pre-filled by your organisation's delegation of authority

Q | want it to be reviewed ()

® Add message

| want it to be approved by

Round 1

~Ema ~ Narr

product@plxs.com.au Q || samantha Szadovszky =
+ Add approver &+ Add approver to round

W Delete round

want it to be signed by o
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Click on the buttons to review, approve or sign to activate each. Once activated, the section will

show in blue.

e Ifyou select the review stage, the document will be sent to the legal team by default;

e Ifyou select the approve stage, type in the email address of an internal or external
approver. You can add as many approvers as you wish at this stage;

e Ifyou select the sign stage, type in the email address of an internal or external signer.
You can add as many signers as you wish at this stage.

Click Next once you're done!

Step 4
Click if you would like to Add signature locations. Drag and drop the placeholders into the

correct spot(s) on the document.

Approve and eSign

Last saved at 05 August 2024, 10017 am Start a new submission

| want to add signature locations Add later

Master Test Document.docx (plus 1 supperting document)

Locatlon tags

Drag tha tgs to yaur
lncation and use the
base far aignment

£ JatSigner Q Master Test Document.docx  3of3
Eden De Luca

o & PLEXUS

[ 13. SIGNATURES

Plexus Pry Lud

Compary XYZ

'K 'RIERIE] ]
g =zl g -

3 H il = o ]
B B B g
H " L

wp Textbox

You will need to complete this for each signer that's been templated on your workflow.
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Step 5
Add document reminders if you'd like to be notified, either before the nominated expiry date, or

on a specific date.

Approve and eSign

Last saved at 05 August 2024, 10:33 am Start a new submission
@ Document details
@ Document workflow

© Document alerts

Include document alerts to schedule optional notifications for your file.

Alert: Sent on specific date

Email subject

Email body

Send date (] ‘

Recipients

-

MName

Email Q,

l =+ Add another recipient

[ +2 Add myself l

=+ Add another alert

Step 6
Click Submit to finish loading your document into Plexus. The document will automatically enter

your first nominated stage of the workflow, and an email notification will be sent to the person
who first needs to action the document.
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Accessing Documents

All documents will be stored in Plexus under a single menu for ease of searching. You'll be able
to harness the search, filter and sorting features to the best of their abilities to create
meaningful ways to look at your contracts!

Viewing the Documents List
Click the Documents menu to access a full list of your documents. Most recently created

documents will show at the top of your list by default.

Documents
Q Search for centent in a document m % Bulk edit metadata + Add decument
) Hold Contral / Command and dick to open documents in new tab ®
E  Dreg column heedings here te greup documsnts @, Search the decument list 5 @ | ®
[} Document name Main document Attachment type Status Currently with Counterparty Contract val... 0

L4 v L4 v v v i

[0 statement of Work Master Test Document July 2024 ABC Company Sub-document » net.au ABC Company 000 L
] Master Test Document July 2024 ABC C Main document Main document o net.au ABL Company 50000.00 [
[ statement of Work MSA & SOW ABC Company July 2024 Sub-document 3o Executed ABC Compary 000 4
[ MSA & SOW ABC Company July 2024 Ak dpcurmant Main document 3 Executed ABC Company 200000.00 ¢
O statement of Work Master Test Document 2024 - DEF Company June 2024 Sub-document e eden comau DEF Company 000 [
[ Master Test Document 2024 - GEF Com. Main document Main document i eden com.au ABC Cempany £0000.00 L

Searching the Document List
Think of the document list like an Excel Spreadsheet. Each column is searchable, can be filtered,

and clicked to be sorted in ascending or descending order.

[} Document name Main document Attachment type Status Iy Contract val...
v v v v I v I v
O statemen of work Master Test Document July 2024 ABC Company Sub-document B Awalting signat | .. ABC Campary 000
[0 Master Test Document July 2024 ABC C... Main document Main document e Awalting signat [5 (Select All ABC Compary 50000.00
Awalting signature
O statemen of Work MSA & SOW ABC Company July 2024 Sub-document toe Executed " ABE Gampany 000
[J MSA & SOW ABC Company July 2024 Msin document Main document - Executed ABC Company 400000.00
[0 statement of work Master Test Document 2024 - DEF Company June 2024 Sub-document - Awalting signat DEF Company 000
[0 Master Test Document 2024 - DEF Com... Main document Main document o eden comau  ABC Company 50000.00

You can also drag and drop a column into your preferred order to prioritise the fields you'd like
to see first.
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[] Document name Main document Attachment type Status & Status Currently with Counterparty Contract val...
v v v v v v v
[J statement of work Master Test Document July 2024 ABC Company Sub-document I t ABC Company 0.00
[0 Master Test Document July 2024 ABC C... Main document Main document ¥ Awaiting signature eden@deluca.net.au ABC Company 50000.00
[0 Statement of Work MSA & SOW ABC Company July 2024 Sub-document 7~ Executed ABC Company 0.00
D MSA & SOW ABC Company July 2024 Main document Main document - Executed ABC Company 400000.00
[ Statement of Work Master Test Document 2024 - DEF Company June 2024 Sub-document - Awaiting signature eden.deluca@plxs.com.au  DEF Company 0.00
[ Master Test Document 2024 - DEF Comp... Main document Main document #- Awaitingsignature  eden.deluca@®plxs.com.au  ABC Company 50000.00

You can click the document’s name to access more information on that file.

Creating document groups
You can create document groups by dragging and dropping any column to the top of the table,
as pictured, to create folders based on that column type.

E.g. below: Drag and drop the Counterparty column heading to the Grouping field.

i Counterparty @ @ Search the dacument list a5 @ | b3
Group ] Document name Main decument Attachment type Status Currently with Counterparty
v 2l ] ¥ v v 7
> ABC Company (5) O
> DEF Company (1) ]

Customising Columns
Show or hide columns by clicking the table icon at the top right-hand corner of the documents
list.

= Drag column headings here ta group doeuments @ search the document list B @ m|m ®

Document name Main document Attachment type Status. Currently with Counterg B [Search. |

] = Documentid

| & ] ¥ v v v

Main document
Attachment type
Status.
Cusrently with
Counterparty
Contract value

Statement of Work Master Test Document July 2024 ABC Company Sub-document £ net.au ABC Com

Master Test Document July 2024 ABC C. Main document Main document ~ net.au

Statement of Work MSA & SOW ABC Company July 2024 Sub-document o Executed

MSA & SOW ABC Company July 2024 Main document Main document - Executed
Document type.

Created at
Executed at

Statement of Work Master Test Document 2024 - DEF Company June 2024 Sub-document s eden. com.au

OO 0O000o|o

Master Test Document 2024 - DEF Com... Main document Main decument W eden. Last edited at

= Start date

= Expiry date

= Created by

= Owner

= Generated by

= Organisation unit

= Reviewers
= Approvers
= Signers

= Shared by

a
u]
a
a
[u]

Saving Views

Once you have found a view that you like, you can click the Eye lcon to Save View. Once you
have multiple views saved, you can toggle between different views by clicking the Eye Icon and
Switch View.

suwnea @
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Drag column headings here o group documents

©, Search the decument list 2 ® M| X

[ Document name Main decument. Attachment type Status Currently with Counterp  Switch view et val...
= = = o - Save view E o
Manage views
[ statement of Work Master Test Document July 2024 ABC Company Sub-document » ng net.su ABC Company o.00
[] Master Test Document July 2024 ABC C... Main document Main document P ng net.su ABC Company 50000.00
0O statement of Work MSA & SOW ABC Company July 2024 Sub-document ¥ Executed ABC Company 0.00
[] MSA & SOW ABC Company July 2024 M. dcurnant Main doeumeant - Executed ABC Company 400000.00
O statement of Work Master Test Document 2024 - DEF Company June 2024 Sub-document e ng eden. com.au DEF Company 0.00
[0 Master Test Document 2024 - DEF Com. Main document Main document - Awalting signature eden deluca@ples com.au  ABC Company 50000.00
Print or Export to CSV
You can print or export the current document list selection by clicking the Screwdriver Icon.
T Drag column hesdings here to group documents. Q Search the document list 2] @ =] b3
[} Document name Main document Attachment type Status. currently with Counterparty Full-width columns . Wu
= = = = = | Distribute columns to fit |
+ Exportto CSV 5
[ statement of Wark Master Test Document July 2024 ABC Company Sub-document - g net.au ABC Company Print b
[ Master Test Document July 2024 ABC C.. Main document Main document e ng net.au ABC Company 5000000 L
Plexus will assist our business with keeping everyone on top of their contract workflows, so
there’s no guesswork when it comes to determining who has and hasn't viewed or actioned a
document. With an integrated audit trail for each and every file, Plexus will increase the
transparency of our contracts, whilst decreasing the time to execution.
To view a contract's workflow, head to the Documents list and click the document’s name to
access more information on that file.
= Deag column headings here to group documents Q Search the document list 9 @ B X
[ Document name Main document Attachment type Status Currently with Counterp
v v v v
[0 Master Test Document 2024 - DEF Company June 2024 ‘ Main document Main document - Awaltingsignature  eden deluca@pixs.com.au  ABC Com
[0 statement of Work Master Test Document 2024 - DEF Company June 2024 Sub-document ¥ Awalting signature  eden.deluca@plxs.com.au  DEF Com
[ MSA & SOW ABC Company July 2024 Main document Main document 3 Executed ABC Com
[ statement of Work MSA & SOW ABC Company July 2024 Sub-document - Executed ABC Com
[ Master Test Document July 2024 ABC Company Main document Main dacument e Awalting signature  eden@deluca.net.au ABC Com
[ statement of Work ‘ Master Test Document July 2024 ABC Company Sub-document - Awalting signature eden@deluca.nat.au ABC Com

Workflow Timeline

You can view where a document is sitting in its workflow using the timeline at the top of the
screen. Expand on the timeline to view more information and to Remind people about open

requests where required.
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Master Test Document 2024 - DEF Company June 2024 Actions v & Share
Review [ nesrsunes Approved B ] Sign de reten s Complete
‘Approved by Eden De Luca Document edited by Eden De Luca
9hday 2024, 001 PAY b3y 2034, 1255 P
Send for review
Actions v < Share

Master Test Document 2024 - DEF Company June 2024

Review B ot Approved B & | Sign pe s e Complete
Approved by Eden De Luca Document edited by Eden De Luca
antay 2024, 0101 P 32y 2024, 1235 7

Send for review

Reviewers - 1st Round L 1st Round

Steve Maycock B0y 2024, 0101 M Eden De Luca

SV MpEECHR SFATERMASania.com 3 Eden De Luca L] den dslucaBples comau
Eden De Luca dery debycaBples com

e daluca@iples.com.au

2nd Round

Eden De Lura Exerma

e e

Collapse ~

Supporting Material

You can view existing supporting documents or upload additional supporting material from

here.

Supgorting material 2

Sub-docurments

B statement of Work

Internal documeants

B Project Plan Example.docx

F Browse files to upload

W Delete

W Delete

& Link a Plexus decument

Upload supporting material

| Selectafile..

Internal document

Add a comment.

Cancel
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Note: If your workflow has already commenced past the Review stage you will only be
able to upload additional Internal documents.

Linking a Plexus Document
Linked documents allows users to highlight the relationships between files by linking related

documents for instant access under the supporting material section. You can link any main or
sub-document to your document, excluding any documents or sub-documents already
associated with the file.

Supporting material 0 ~

ﬁ

Drag and drop a file here to upload

* Browse files to upload @ Link a Plexus document

Click Link a Plexus document and then type the name of the file in the search bar. Select the
file that you would like to link. You can search for and select multiple files.

Link a Plexus document

ACMI| x

ACMI Service Agreement (Adelaide) - ACMI - 22372011
ACMI Service Agreement (Brisbane) - ACMI - 10932011
ACMI Service Agreement (Canberra) - ACMI - 66322011
ACMI Service Agreement (Melbourne) - ACMI - 5819011

ACMI Service Agreement (Sydney) - ACMI - 98462011

Cancel & Link

For further instructions on linking Plexus documents, review this Plexus Help Article.

Activity Feed
You can view a document’s audit trail and create Internal/External comments that sit alongside

your document.


https://help.plexus.co/en/articles/8314231-creating-linked-documents
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Activity feed Alerts

Toggle between Internal and External comments

Eden De Luca marked the document as executed External
31 Jul 2024, 12:08 PM

. Plexus Eden Extarnal signed Statament of Work
31 Jul 2024, 12:08 PM

Eden De Luca sdded ABC Company as the counterparty
31 Jul 2024, 10243 AM

Plexus sent the docwment for signature
31 Jul 2024, 10-37 AM

Eden De Luca completed the document
31 Jul 2024, 10-37 AM

Creating Alerts
You can create additional alerts based on conditional logic from the Alerts tab, found next to the

audit trail. Our top tip is to click on the Advanced Editor for additional options when creating
your alerts.

Activity feed Alerts

]

No alerts found

Use the create alert button to notify your collaborators of key document activity and milestones.
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Document Previews

A preview of the document, its facts and signature locations are available for the team to work
with. Note that external parties will have a reduced document preview.

Document
Scroll and view through the document as required.

Bocument Key facts signature locations

@ Edit document + Bownload Uplaad v Compare v version 11 v

File  Collaboration  View Master Test Document...

& PLEXUS

m o

Master Services Agreement

©
b

Document Summary

A document summary is a common artefact that's typically sent to key stakeholders to support
the executive review, approval and signing of contracts.

Plexus Al-generated summaries will give lawyers a starting point for a summary, where they can
make any amendments as they choose, to refine or further explain details.
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@ Reviewed Ea complete o Approve B notrequired Sign % Notrequired Completed ]
Reviewed by Samantha y 31 Aug 2023, 10:36 AM
a 31 Aug 2023, 1036 AM
§ Expand v
- Document Key facts Signature locations Supporting material
[<d
Document summary - E Approved [ Example document W Delete
Internal document @) Attachment.docx W Delete
(] %" Generated by Plexus Al at 21 Aug 2023, 02:31 PM

T Dragand drop files here or browse files to upload

-~

Prima Biomed Ltd and Cell Therapies Pty Ltd entered into a Master Services Agreement on 1st

April 2011. Under this agreement, Cell Therapies, a division of the Peter MacCallum Cancer Centre,

will provide services to Prima Biomed, which is conducting clinical trials and developing

manufacturing processes. The agreement outlines various legal terms and conditions, including F Browse files to upload & Link a Plexus document
information disclosure, intellectual property rights, privacy laws, and service fees. It also details the

responsibilities of both parties, such as compliance with laws and regulations, confidentiality, and

payment terms. The agreement is for a term of five years, renewable annually. It can be

terminated by either party with 60 days written notice, and includes provisions for dispute

resolution and indemnities. The agreement is governed by the laws of Victoria, Australia. Activity feed Alerts .

All summaries can be edited by anyone with access to the document. This allows lawyers to
review and modify the summary as required. It also allows general users to highlight where
changes may have occurred on the document, during the course of negotiations.

Hover your mouse over the text area, and click to edit the summary.

Document Key facts Signature locations

Document summary -~

4 Generated by Plexus Al at 21 Aug 2023, 02:31 PM

Prima Biomed Ltd and Cell Therapies Pty Ltd entered into a Master Services Agreement on 1st
April 2011. Under this agreement, Cell Therapies, a division of the Peter MacCallum Cancer Centre,
will provide services to Prima Biomed, which is conducting clinical trials and developing
manufacturing processes. The agreement outlines various legal terms and conditions, including
information disclosure, intellectual property rights, privacy laws, and service fees. It also details the
responsibilities of both parties, such as compliance with laws and regulations, confidentiality, and
payment terms. The agreement is for a term of five years, renewable annually. It can be
terminated by either party with 60 days written notice, and includes provisions for dispute
resolution and indemnities. The agreement is governed by the laws of Victoria, Australia.

Key Facts
Click the Key Facts tab to find a list of all the information you entered when uploading the file.

You can also click the Pencil Icon to make further edits.
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Key facts -~
Status e Awalting signature &

Author Eden De Luca @

Owner Eden De Luca

Counterparty ABC Company

Starts 13 May 2024

Explres 13 May 2026

Executed NAG

Craated o May 2024, 1253 PM &

Contract value 50000.00

Document type Master Services Agreement

Generated by Approve and eSign &

arganisation unit Spirit of Tasmania - Legal @

Additional key facts -~
document_type Master Services Agreement [ w

Note that edits from this page will not automatically update the document’s workflow.

Signature Locations
If your document has a signature stage, you'll be able to add, edit and remove placeholders from

this tab as required.
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Document Key facts Signature locations

Master Test Decument July 2024 ABC Company (plus 1 supporting decument)

Master Test Document July 2024 ABC Company 1 0f3

Diacusign Emvelaps ID: SEPERZSS-SICEAARA-AISH-BADFSAC2408

@ PLEXUS

et T Master Services Agreement

1, TERM

2. SCOPE OF SERVICES

~ 2nd Signer o 4. WARRANTY
Eden External

5. INTELLECTUAL PROPERTY

6 UMITATION OF LIASILITY

Click Edit to make your changes. Then drag and drop new and existing placeholders or click the
X on an existing placeholder to remove it. Remember to click Save once you're done.

Negotiation

Plexus will allow us to negotiate non-PDF files using (a) the internal editor, or by (b) uploading
amendments.

From the Document tab, you'll be able to negotiate on the document should you require it. The
document type provided must be an editable file type (eg .docx).

Editing a Document
Click Edit Document to edit the document in the platform. You'll be able to edit the document

using the Open Office word processor. Each change will be tracked and another member of the
team will need to Accept that change.
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Document ey facts Signature locatlons

[ Edit decument * Download Upload Compare v Version 20~

@' File  View Master Test Document July 2024 ABC Company.docx
2,

& PLEXUS
=l
= Master Services Agreement
® 1. TERM

he term afthis Agreement will be fam the Efective Date untilterminated. {the Teri']

2. S500PE OF SERVICES

Saving your changes

Once you have finished editing, close the editing tab. From the document details page, you will
be prompted to choose what happens next in your workflow. This may be a combination of:

e Sending for review, often with your legal team
e Restarting the entire approval stage

e Continuing the workflow

For mor information on editing documents in Plexus, review this Plexus Help Article.

Uploading New Versions
From the Document tab, you'll have the option to Download the document out of the platform

and Upload a New Version once you've finished editing.

Document Key facts signature locatlons

@ Edit decument * Download Upload » Compare w Version 1.0«

New version

@' File View ¢ ment of Work.docx

Version Control

Plexus will allow us to have better control over versioning, ordering, tracking, and visibility of
versions in the system.


https://help.plexus.co/en/articles/2532448-editing-a-document-in-our-default-document-editor
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Comparing Files
If your document has more than one version available in the system, you'll be able to use

compare mode to compare any two versions of work side by side.

From the Document Details screen, click Compare just above your document's preview. Using
the provided Checkboxes, click on any two versions of work and click Run Comparison.

Document Key facts Signature locations

=

Edit document * Download Upload v Compare 4 Version 2.0 +

File  View Master Test Dog 31 Jul 2024, 12:00 PM - ver.2.0 - Eden De Luca

Q | 31)ul 2024, 12:00 PM - ver.1.2 - Eden De Luca
& PLEXUS -
= ©31)ul 2024, 11:59 AM - ver.1.1 - Eden De Luca
= 31 Jul 2024, 11:55 AM - ver.1.0 - Eden De Luca
g
© Master Servic
Run comparison
1.TERM
Comparison
Back to document
File | view | Dacument comparison powered by Drz
Q T J 1]or3 — 4 [ oo v Q ™ b i]of3 — 4 [ o0 ~|  Changes @ Settings.
WV Filters (0) Details >
: Jul 31, 2024 at 11:55 AM - ver.1.0 - Eden De Luca ; Jul 31, 2024 at 12:00 PM - ver.2.0 - Eden De Luca
- 1. DELETED -16
o . THIS MASTER SERVICES AGREEMENT the
@ PLEXUS @ PLEXUS ("Agreement”), effective 1/8/21 (“Effective
Date"), is entered into by and between
2. DELETED -38
Master Services Agreement Master Services Agreement  puexws naings princpalplace of
business or an address at (“Address"),
and COMPANY PTY LTD, an independent
THIS MASI'ER SEWIFE% AGREEMENT thr ("Agreement”), effective 1/8/21 (“Effective Date”), is entered int 1. TERM r\On-P?’Oﬂ! organlza:l on (501(cH3)),
R gl S L (S (-"‘”'e‘“"* Cohes i LR | The term of this Agreement will be from the Effective Date until terminated. {the "Term"). +17 words
(501(c)(3)), having a | place of business at (hereinafter called “Company”) Plexus and

“Party” or “Parties”).

2. SCOPE OF SERVICES

We'll show you those two versions of work, side by side with any changes highlighted as follows:

Any words or phrases removed between the two versions will be highlighted in red

Any words or phrases added between the two versions will be highlighted in green.

A handy quick-view panel down the centre of the screen will allow you to toggle directly
to the changes highlighted in the document.

A handy side-panel will highlight what exactly those text changes were.
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Versioning

The Versions button allows you to toggle back to previous versions of the file. It also allows
greater flexibility over what external counterparties can see.

Within the Versions dropdown, there's an eye icon that indicates whether or not that version of
work is visible to an external recipient when they're sent your contract.

Version 2.0 »

H Version Created by External view @
B 20 Eden De Luca @
31 Jul 2024, 12:00 PM
1.2 Eden De Luca _
31 Jul 2024, 12:00 PM
1.1 Eden De Luca _
€ 31 Jul 2024, 11:59 AM
B 10 Eden De Luca _

31 Jul 2024, 11:55 AM

If the eye icon is grey, the document will be hidden from external recipients outside of your
organisation. If the eye icon is blue, that version of your file will be shown to those external

parties who have access to the file. Clicking on the eye icon will toggle the external view option
on and off.

Sharing Files
Sharing Files is a great way to collaborate with internal and external parties without including
them in the workflow.

Sharing Files
In the top right hand corner of the Document Details page, click Share.

Master Test Document July 2024 ABC Company Edit workflow Actions v < share

Reviewed Ea (] Approved B L] Sign we i progress 112 Complete

Reviewed by Eden De Luca

Approved by Eden De Luca
31Jul 2024, 1200 PM

Currently with Eden External
31 Jul 2024, 1200 PM

Expand v
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List the recipient(s) you'd like to share your document with. Note that if your shared user is an
external user, you'll need to add their details under the button for a New Contact.

You can also Add a message to your recipients. This will email all added recipients your
message and a link to access the file.

Once you are happy, click Share.
Share this document
This will ghve reciplents full edit access o the document and facs

Reclplents

search for a reciplent by name... =1

+ Add external user

Add a message

Add a message..

Manage sharers Close m

Managing Shares
You can unshare a document anytime by clicking Manage Shares in the top right-hand corner of

the pop up screen.

Manage sharers

Current reciplents with edit access to the docurment and facts

External reciplents

External Counterparty external@countenparty.com L]

€ Back Closa
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The Contract Workflow

Progressing a workflow is best managed from the workflow timeline. Where your action is
required, Plexus will let you know via an email, and an actionable button in the timeline view.

Once a contract has finished legal review, and once all mark-ups and comments have been
resolved, it can progress through to the next stage of the workflow.

After approvals are provided, the document will progress to the signing stage, which is managed
inside DocusSign.

Review B resress Approve B wpreps o1 | sign o2

..................

Signing in DocuSign
Obtaining digital signatures in Plexus will be a breeze.

If you've been nominated as a signer in a document, you'll receive an email notification to let you
know. Before you sign the contract, you may like to navigate to the document to review all key
details about that file. Once you're ready to sign, click Sign from your document timeline.

Sign - Inprogress 0/2
-
Currenty with Eden De Luca

m DECIIne

Plexus will take you through to DocuSign where you'll need to click the checkbox to agree to use
electronic records and signatures. Click Continue to progress further.

You'll then be able to click the Sign button where you can follow the yellow buttons to insert
your signature and any other required information.

13. SIGNATURES
Plexus Pty Ltd

elow, T G hereby acknowledge that | have completely read and fully
ms IS TTSTE this dor i t

cumen

Sign

SIGN ¢
sig

05 August 2024
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When you sign the document, DocuSign provides three options to:

e Select a Signature (stylised by DocuSign)
e Draw
e Upload a Signature

Adopt Your Signature

Confirm your name, initials and signature.
* Required
Full Name™ Initials™

Eden De Luca EDL

OR SELECT A SIGNATURE DRAW UPLOAD

PREVIEW Change Style

Signed by: Initial

“dun Do (wa €0,

T9826770D08E4F1..

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes
when | {or my agent) use them on decuments, including legally binding contracts.

ADOPT AND SIGN CANCEL

Choose the option that you wish to use and click Adopt and Sign to execute the document. Click
Finish to finalise your signing stage.

Process for a Fully Signed Document

A strong process for fully executed documentation is coming our way!

Once a document is signed, the document will either be sent to the next required signer in the
workflow, or if no additional signers are required, the document will move to the Executed
phase and the following users will be notified via email:

e Author - you

e Owner - nominated at upload stage

e Internal shared users - where you have used the Share function to share a document
e Signers - nominated in the signing round
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When the document has been signed, DocuSign will send you a copy of the fully signed
document. You'll also be able to Download a DocuSign certificate of completion from the
Download button should you require it.

The fully signed document will be automatically stored in your Documents list with an Executed
status.

Requesting Legal Support

It's now easier than ever to get in touch with Legal at TT-Line. The Request Legal Support app is
designed to help teams to fully capture legal matters digitally, whilst enhancing transparency
with the legal team for the duration of the interaction.

Step 1
Click on the Request Legal Support tile on the Dashboard.

Request lega
support

Step 2

Lodge your matter by adding a title for your request and selecting the categories from the
available dropdown fields. This will help the legal team to triage the query to the right person.
Click Next once you're done.

Request legal support

Last saved at 05 August 2024, 3:56 pm SEart a new submission

o What is the nature of your issue?

~ Enter title here ‘

‘ The title of your Matter should go here.

 Select categar

Regulatory, Licensing & Compliance X -

Selert sub-catego
{Advicc}Othcr] X - ‘
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Step 3
In the following section, provide as much detail about your matter as you can. Fill in:

e What you need help with

e When you need a response by

e Financial value

e Whether any other parties are involved

e Whether you're lodging a query on behalf of someone else (‘'owner’)

e Whether you have any relevant documentation, or existing Plexus documents to upload
with your query.

Note that both you and the Legal team will have the ability to make changes to this section later.

Request legal support

Last saved at 05 August 2024, 3356 prm Start a new submission

° What is the nature of your issue?

° Tell us what you need help with

‘What do you need help with?

‘When do you need a response by? o} ‘

Opuignal

Financial Value e.g 5000 ‘

‘Cprianal
Are any other parties involved?

' Yes X No

Are you creating this request on behalf of someone else?

' Yes X No

Drag and drop a file to uplead

F Browse files to upload & Link a Plexus document

] -
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Step 4

PlexusAl will generate personalised questions related to your legal matter. Answering these
questions will assist with reducing the time spent going back and forth with the legal team about
questions related to your matter.

° Al generated questions

& Al-generated questions have been created to glve your colleague enough context to fulfil this legal request

What s the specific compliance issue you are facing? »

Can you provide more detalls about the reg or matter In g

Do you have any relevant documents or correspondence that could provide more context to this situation? "

Are there any specific regulations or laws that you believe may be relevant to this issue? »

What actlens have been taken so far regarding this compliance matter? -

(o

Step 5
Click Submit once you're done.

You will then be automatically redirected to view the Matter you created. Your matter will also
be available from the Matters panel in the bottom right-hand corner of your Dashboard. You can
also access it from the Matters list.

Locating Your Matters

View your legal requests in an easy to view spreadsheet-style table.

From the Matters list, you'll see all matters that you've submitted to legal along with their key
details. You'll also see any matters that have been assigned to you by someone else.
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Searching the Matters List
Think of the document list like an Excel Spreadsheet. Each column is searchable, can be filtered,

and clicked to be sorted in ascending or descending order.

Matters
View my matters
o *x
= Drag column headings here 1o group matters Q, Search the matters list 9 @ 8
Matter 1D [ manter Status Priority Counterparty. DueBy Created By ¥ Assigned To Created Closed Date Days In status (O
[ (R 7 v v v ddfmmjyyy2| ¥ (1)EdenDe V. v ddfmmiz ¥ ddjmmfyyyy O ¥
O TestMarter - Lost usa 1  Closed ® Medum Exampiz Company 5 Aug 2020 Eden De Luca Eden De Luca 42024 24 Jul 2024

You can also drag and drop a column into your preferred order to prioritise the fields you'd like
to see first.

You can click the Matter’'s name to access more information on that file.

Grouping Matters
You can create a folder like format by dragging and dropping any column to the top of the table,

as pictured to create folders based on that column type.

" Stats @ 2 Search the matters lst D @ @m X
Group Matter ID [ marter Status Priority Counterparty Due By Created By Assigned To
v v | | v - [ —L - v
> Closed (2] a
> Open(2) [m]

Customising Columns
Show or hide columns by clicking the table icon at the top right-hand corner of the matters list.

@, Search the matters list L2} @ =2 3
Search.. Seleet columng 1o display

Matter ID

Matter

Status

Priarity

Counterparty

Diue By

Created By

Organisation unit

Assigned To

Category

Sub-category

Created

Cloged Date

Days In status [Open)

Days In status (In progress)
Diays in status (Waiting - Intern
Days In status [Walting - Exters
Financlal Value

Last Assigned Date

Last Medified Date

Last Modified By

Due By Created By Assign

[ddimmiyyyy o 7 v (e

5 Aug 2024 Eden De Luca Edenl

suwnes @

el < fmlml< [m< T [ [T < J< i}

Saving Views
Once you have found a view that you like, you can click the Eye lcon to Save View. Once you
have multiple views saved, you can toggle between different views by clicking the Eye Icon and
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2, Search the matters list =3 (o3 ==] x
Created By Assignd  Switch view ted
1 Sawe view |
v (1) Edy mmfyyyy O ¥

Manage views

Eden De Luca Eden De Luca 4 Jul 2024

Switch View

Switch between your saved views or any company-wide views as required.

Switch view

Select a wiew name to update table filters and columins

Personal views

Status Grouping View

Company-wide views

Save a company-wide view to start your collection

Reset View

Should you need to, you can also reset your view back to default settings by clicking the Reset
icon

2 @ B K

Print or Export to CSV
You can print or export the current matter list selection by clicking the Screwdriver Icon.
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@, Search the matters list

2 @ B XK

eate.. ¥V Assigned To Full-width columns
| Distribute columns to fit
1) Edenl ¥V |
| Delet Lt I
ien De Luca Eden De Luca e
Export to C5W

Print

Managing Your Matters

Create a single view to manage your entire matter.

From the Matter Details page, you'll be able to manage each and every element of your legal

support matter.

Test Matter - Lost USB 1

Status Priority Due date

" Closed w @ Medium « 05 Aug 2024, 1159 PM

Fact view Document view * Draft advice
) Click into the sections to edit the detalls and key facts. *
Detalls -

| have laft my ush on the train and it contains important client infarmation and im not sure what ta do next. help!

Key facts

Matter ID

Category

Sub-category

Financial value

Counter party

Ralsed on behalf of

Created by

Created on

Organisation unit

Privacy/Data Protection

Data Breach

60,000

Example Company

Mot specified

Eden De Luca [eden.deluca@plxs.com.au)

4 Jul 2024, 02:58 PM i@

Spirit of Tasmania - Legal i

Renaming Matters
Once you have an existing Matter in the platform, you'll be able to rename your matter from the

Matter List. Click into that matter to find the matter details page.

Supporting material 2 -

Internal documents

Master Test Document.docx
Upicaded on 04 Jul 2024

Create workflow

Project Plan and Related Contract.em|

Upicaded on 04 Jul 2024

Create workflow

F Browse files to upload & Link a Plexus document

Activity feed

il
il
il
iii
B

Paragraph v~ B I Y A~

Add new comment

4

@ Eden De Luca updated the Due date

11 Jul 2024, 11:59PM 3 i 5Aug 2024, 11:59 PM

5 Aug 2024, 04:09 P

@ Eden De Luca updated the Counterparty Q

Mot specified < Example Company

If you hover over the name of the matter, you'll be able to click to Edit the title.
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Test Matter - Lost USB 1

Test Matter - Lost USE 1 | " E

Click the tick to save your changes, or the cross to cancel your edits.

Editing Matter Details
From the Fact View, you'll be able to view and/or alter crucial details about your matter including:

e Due date - You can edit the due date using a calendar picker. Use the arrows to toggle
between the months, and select your new due date as required.

Due date

DE/DE 2024 ]

e Status - You can mark a matter as open, in progress, closed or cancelled. This change
will be reflected in your Matter List. Note that for auditing purposes, you cannot delete a
matter once it's been created, however you can cancel it.

Status

Closad A

M Open

# Inprogress
‘Walting {internal)
Walting {external]

+ Closed

® Cancelled

e Priority - From the priority field, you can view whether a matter has been marked as
Low, Medium, High or Urgent in priority. Note that only the legal team will be able to
change the priority of a matter.
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Prierity

Medium -

law ad
#® nedium

High
th € 5.

& Urgent

e Assignee - From the assignee field, you can view who a matter has been assigned to.
Note that only the legal team will be able to change the assignees on a matter.

Assigned to 0 .

e Key facts - To edit the matter's description, click into the description box to Edit. You
may also hover over and click into each of the related facts to edit further details directly.
Note that fields with the lock symbol are not editable.

Detalls A

| have laft my ush on the rain and it contains important client infermation and im not sure what to do next. help!

Key facts A
Matter ID s

Category Privacy/Data Protection

Sub-category Data Breach

Financial valus &0,000

Counter party Example Company

Ralsed on behalf of Mot specifled

Click the Tick to save your edits per fact.
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Uploading Supporting Material
Typically, supporting material for a matter is uploaded when you create the matter.

Any supporting material loaded to the matter is found to the right-hand side of the Matter
Details screen under the heading for Supporting Material.

You can also upload a file from here too. To do so drag and drop the file into the box provided or
Browse your computer to upload additional files as required.

Supporting material 2 -

Intermal documents

Master Test Document.docs Create workflow

Upkoaded on 04 Jul 20248

Praject Plam and Related Contract.emil
Create workflow

Unkoaded an 04 Jul 2024

¥ Browse flles to upload & Link a Plexus document

Linking a Plexus document

Use the Linking feature to highlight the relationship between documents and matters. This will
allow you to Link an existing Plexus document to your Matter by searching the document name.
You can do this for up to 50 documents, both sub-document and main document types.

Viewing Supporting Material

Once a matter has supporting material attached to it, you can click the Name of the document to
open up a preview of that file in Plexus. When you click the name of the document, Plexus will
open the Document View tab.
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Compare Version 1.1+
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You'll also find quick access to the Document View next to the Fact View.

From the Document View, you can:

e Edit your document and collaborate with other people within Plexus
e Upload Versions of the document from your computer

e Download the file out of the system

e Delete thefile

e Compare files if there are 2 or more versions of work

e View Versions if there are 2 or more versions of work loaded

If you would like to have a document in your supporting material signed or approved, simply
click Create Workflow from the right-hand side of the screen to send the file to the Approve
and eSign App.

Supporting material 2 B

Internal docurnents

| | Master Test Document.docx
Upicaded an 04 Jul 2024

Create workflow

Using the Audit Trail

Each matter saved in Plexus has a unique activity feed that keeps track of each of the key actions
made against a matter, including:

e Edits to the name of the matter
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e Edits to the matter's key facts, including status, assignees and due dates
e Comments

All activity on the matter is time-stamped and added to the activity log for reference.
Any comment that's added to the activity feed is accompanied by a notification that's sent to:

e The author of the matter

e The assignee

e The contact - where another "Owner" of the matter was indicated upon matter
submission

e The triage member where a matter has no assignee (Lawyers only)

To leave additional comments on the Activity Log, simply type away into the textbox and click
Comment in order to submit it.

Anyone with access to the matter will be able to view and Reply to that comment as required.

Accessing Support

If you need assistance from Plexus during the process, reach out using the Chat Bubble in the
bottom right hand corner of your screen or email support@plexus.co. Otherwise, reach out to
our Adoption Champion, [client Adoption Champion name] for further assistance.


mailto:support@plexus.co
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