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mCAPITAL a guide to Intralinks


We have worked to develop an easy to follow description of the way in which Intralinks can be accessed. In order for you to understand Intralinks, it may be helpful to outline the reasons for our use of the service. 
Intralinks provides an efficient and secure way of letting Investors and potential Investors access important and confidential information through the Internet. It allows us to construct a list of the documents available to you in an easy to read manner and to allow easy and efficient access to these documents. It also allows you to interact with us by sending us ‘comments’ that you would like to make regarding documents, sets of documents (folders) or mCAPITAL in general.
Please consult the following steps to guide you through the basics of Intralinks. If you have problems of a technical nature, do not hesitate to call Intralinks (free of charge) on: 0800 3434 5656 (UK & HK) or consult the help tab in the top right hand corner of the Intralinks pages (available at all times whilst using site) for further contact numbers.
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1. Firstly, your Intralinks username and password will be emailed in two separate emails to you directly from Intralinks. The sender will be identified in your inbox as ‘Intralinks’ and the subject will be “mCAPITAL Investment Management Ltd invites you to workspace ‘mCAPITAL Investment Management Ltd’”. It is important that you look out for this email and do not delete it, your password is vital to the logging in process.
2. Once you have your username and temporary password (which you will be able to change later on) you are ready to login. The emails you receive from Intralinks should provide a link to their login pages. Alternatively you could go via the mCAPITAL website at www.mCAPITALglobal.com. If you click on Investor Information, there are easy to find links to Intralinks. Click on one of these and you will be transported to Intralinks.
3. The first time that you login to Intralinks you will be asked to accept a disclaimer. Please read through this and click either ‘accept’ or ‘decline’ which appear on the left hand side of your screen.
4. Following this, you will be taken to a new screen where you will be asked for several contact details as well as other details that will enhance the security of your account details. Amongst other details, you will be required to create a new password. This password must be at least 8 characters long and include a combination of any 3 of these characters: uppercase letter; lowercase letter; number; or symbol. This will help to make your password more secure and decrease the risk of someone guessing your password. Once you have finished with this screen, please click ‘next’ in the top left hand corner of the page.
5. You will then come to the welcome page for the mCAPITAL Extranet. This welcome page will present to you a disclosure agreement relating to the data available to you on the mCAPITAL Extranet. Once again, please read through this and select from the options available in the top left hand corner of the page. There are three options; ‘agree’, ‘remove me’ and ‘close’. By clicking on ‘agree’ you will be transported to the homepage of the mCAPITAL Extranet. By clicking on ‘remove me’, you will be taken off of the workspace, having declined the terms and conditions. You will be transported to another page where you will be able to both enter a reason for not accepting the proposal and suggest details of a more suitable contact. If you have clicked ‘remove me’ by accident, please select ‘don’t remove’ from the upper left hand corner of the screen. By clicking on ‘close’ at the welcome page, you will be taken back to a list of your available workspaces on Intralinks. If you clicked on the ‘close’ option at the welcome page, please click on the workspace ‘mCAPITAL Investment Management Ltd’ to take you back to the welcome screen.
6. Once you have clicked ‘agree’, you will be taken to the mCAPITAL Investment Management workspace where you will be provided with a summary of the folders to which you have access.

7.  To view documents, first click on the ‘publications’ tab which is close to the top right hand corner of the screen. This tab will take you through to a new screen, where a list of folders will be represented. 
8. To open the folders, first click on the large ‘+’ sign with the words ‘open all’ next to it. This will expand the selection of folders to give you a list of the contents of all of these folders. There will then be a further list of subfolders. You can open these subfolders by clicking on the smaller ‘+’ signs to the left hand side of each subfolder (a subfolder is represented by a small picture of a notebook). Once you have done this, a new list of documents will present itself and to access a document, simply click on it. The first time that you do this, you will be asked again for your username and password. The file will open in PDF format and you will be able to then browse the document at your leisure.
9. The secondary key function for Investors will be to leave comments on the Intralinks Extranet. To do this, simply click on the ‘comments tab’ in the top right hand corner of the page which will take you to the comments page.
10. To post a new comment, click on the ‘new comment’ option which resides in the top left hand corner of the screen. Upon doing this, a new page will open offering options for making comments. You can insert a title in the title box and then choose a folder to comment on in the folder box below. You can also choose ‘no folder’ if you wish to make a more general comment. To make your comment, please then fill in the text box below. Once you have made your comment, click on ‘save’ in the top left hand corner of the page. If you wish to cancel the sending of this comment, click on ‘cancel’.
11. Once you have saved this comment, a new window will appear – offering further options. The only part of this page that you need to worry about is the top left hand corner where you can click on either: ‘save’ which will result in the comment being saved or ‘save > alert’ which will alert us (via email) of your message.

12. Once you have clicked on ‘save > alert’ you will be taken to a new screen where you can either post a note to go with your comment in the ‘note’ text box and this can be given a title or subject in the ‘subject’ box above this. You can also choose who you wish to alert in a tick-box below the note box. To choose from these, simply click in the white box to the left of the contact’s names. Once you have done this – go to the top left hand corner of the page and select either ‘send & close’ or ‘don’t send’. Both options will then take you back to the workspace summary.

13. This should cover all of the basic functions of Intralinks and should therefore enable you to use the site. To logout of the system, select ‘logout’ from the options in the top right hand corner of the screen at any point. 
14. There is also a ‘help’ option that will take you through to the Intralinks help screen as well as ‘my profile’, where you are able to change your user details and password. Save your changes by clicking ‘save’ in the top left hand corner of this screen.
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