The IRIS OpenSpace Document Approval Guide

1) You will receive an email similar to the email below

JIRIS

New File(s) Added by 360, Chartered
Accountants

Dear Forename Sumame,

The following files have been added or changed in IRIS OpenSpace by 360, Chartered Accountants. Click on the link below to log on
to IRIS OpenSpace to view the file.

Documnent A pdf
Documnent B.pdf

0B44 8155

IRIS & IRIS Accountancy Solutions are trademarks. @ IRIS Software Ltd 2 ights reserved. All third party rights are acknowledged. Reg. office: Riding Court
House, Riding Court Road, Datchet, Berkshire, SL3 93T UK. Reg. no. 6266887, no. GB 978792853, This email and any attechment are intended only for the use of the
individual or entity to which it is directed, This communication may be copied and distributed subject that all text is copied without modification and all pages must be
included and that copies must contzin the IRIS copyright notice and any other notices provided therein, IRIS makes no representation or warranty as to the accuracy of
information provided or the absence of viruses in this email or any sttachments. Any views or opinions presented in this email or attzchment are solely those of the author
and do not necessarily represent those of IRIS Software Group Ltd, its parent. associates, subsidiaries or affilistes, unless otherwise expressly indicated.

2) You will then receive another email, please click on the link to the document that requires your
approval and an internet window will open.

JIRIS

File sent for review and approval by 360,
Chartered Accountants

Dear Forename Sumame,
Cocument A.pdf iPready for you to review and approve.

Sent on behalf of 360, Chartered Accountants.

IRIS & IRIS Accountancy Solutions are trademarks. ® IRIS Software Lid 2014 All rights reserved. All third party rights are acknowledged. Reg. office: Riding Court
House, Riding Court Road, Datchet, Berkshire, SL2 9T UK. Reg. no. 5266887, VAT no. GB 978792853, This email and any attechment are intended only for the use of the
individual or entity to which it is directed. This communication may be copied and distributed subject that all text is copied without modification and all pages must be
included and that copies must contain the IRIS copyright notice and any other notices provided therein, IRIS makes no representastion or warranty as to the accuracy of
information provided or the absence of viruses in this email or any attachments. Any views or opinions presented in this email or attachment are solely those of the author
and do not necessarily represent those of IRIS Software Group Ltd, its parent, associates, subsidiaries or affiliztes, unless otherwise exprassly indicated.

For a link to the IRIS OpenSpace login page go to www.360accountants.co.uk/client-portal/




3) You will then be taken to the IRIS OpenSpace login page, enter your email address and password and

click “Login”

JIRIS ‘ OpenSpace

Email address

Password
[~ Remember me?

Forgot your password?

Cancel

@ IRIS Software Ltd 2014. All rights reserved. | Terms and Conditions | Privacy Policy | Cookie Paolicy | Help

4) Once logged in, the page should look similar to the page shown below. To view the document, click on

the document name

Welcome to your 360, Chartered Accountants Portal

L
Dashboard Clients e-Approval

Home > TESTA
© Upload File
I~ Hame W Description W Uploaded W Latest W e-Approval W TotalFiles  Size “ Owner e
[T == Documents Ofiles 0KB
Ofiles 0KB

[~ ==Files From 360, Chartered Accountants
78KB Andrew Steele

03/03/2014 15:41:34 Approve
T8KB Andrew Steele

r EDacumem B.pdf 03/03/2014 15:41:08 Approve

Displaying items 1-4 of 4

Terms and Conditions | Privacy Policy | Cookie Policy | Help

JIRIS | Openspace

For a link to the IRIS OpenSpace login page go to www.360accountants.co.uk/client-portal/



5) Once you are happy with the contents of the document and are ready to approve it, click the approve

button as shown below

Dashboard ~ Clients = e-Approval

Location: Home > TEST A { files)

© Upload File

6) A window will then open as shown below, please click the approve button

Are you sure you want to approve - Document A.pdf?

Click approve to embed the following information into the file as proofthat you have approved this
file, the POF will then be encrypted to prevent editing.

Name: Forename Sumame

Email: emmag@360accountants co.uk
IP Address: 79.170.199.26
TimeStamp: 03/03/2014 16:14 (GMT)

Forename Surname approves the contents of this document and agrees to its

submission to the relevant authorities:
S

Cancel

For a link to the IRIS OpenSpace login page go to www.360accountants.co.uk/client-portal/

ome to your 360, Chartered Accountan!

™ HName ¥ Description W Uploaded ¥ Latest v e-Approval v TotalFiles ¥ Size ¥ Owmer g

[ =mDocuments 0files 0KB

™ ==Files From 360, Chartered Accountants Dfiles 0KB

7 Boocumentapar 03/03/2014 15:41:34 78KB Andrew Steele

" Boocuments par 03/03/2014 15:41:08 Approve 78KB Andrew Steele
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JIRIS | openspace




7) The document is now approved, if you have more then one document to approve then return to step
4 and repeat as necessary

‘Welcome to your 360, Chartered Accountants Portal

@360accountants.co.uk
it

Dashboard Clients e-Approval

Home = TEST A

© Upload File
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