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Activation

You will receive an invitation email from us if you have been
invited to collaborate in the reviocloud.

Then click on «Continue to reviocloud-room:z» to log in to the
reviocloud and set up the two-factor authentication.

Click on «Set password» in the mail and you will be directed to
reviocloud to set your initial password.
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Two-factor authentication

Now download the Microsoft Authenticator or the Google Now scan the QR code that is displayed on reviocloud. Save the *
Authenticator from the Play Store for Android or the App displayed recovery code in a safe place.
Store for iPhone onto your smartphone.
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Add the security account for reviocloud room:z to the Authen- S~
tificator app. To do this, select «Add account», «Other account». —
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First steps

] Back to the main overview
Personal settings

Now navigate back to the main overview.
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. i

You will see your login on the top right-hand side of the screen.
Click on your name to display your profile. Under @)«Show
account» you could then define your visa and upload a profile
picture or change your password.
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In the area «Last data room activities» @ you can go directly to the
last edited data room. Alternatively, you can find the data rooms in
the navigation bar @. The brief instructions and the current data
- room protection policy can be downloaded as a PDF at the bottom
Mustermann of the page €. Click on the logo of the data room operator to

) return to this view.
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The data room

Open data room

Open the desired data room by clicking on the designation @. The
type of data room (free data room, audit files, tax files) is
determined by the data room operator.
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Data exchange with room:z Data Explorer

There are two ways to add data to the room:z data room. For the
first option, select the «Data explorer» tab and select the desired
directory @ where the data is to be stored. Drag and drop one or
more files onto the browser window. The upload panel is displayed.
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Drag the files onto the displayed transfer field @ and

start the transfer with «upload» €.
Alternatively, the upload panel can also be opened via the icon @

«upload» can be displayed.




Data exchange via Q&A

In more complex data rooms, the data room operator may have
added questions (Q&A) to the directory entries. You can also
upload attachments via an answer in the Q&A area @.
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Select a directory with a question mark, behind it are the questions
which are displayed by clicking on the question mark @. Now
select the entry to be answered @ and click on the function «Add
answer» @.

Answer the question and upload the files as shown on the
described on the previous page.
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Preview uploaded documents cloudroom:z

The file that was uploaded can be displayed by clicking on the
letter bracket symbol (if it is a PDF file).
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The window that appears can be closed with close symbol (top
right).
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Data upload with SNAP.SHARE

If the file to be uploaded is not yet available in electronic form, you
can also take a photo of it with the smartphone app «SNAP.SHARE»
and upload it.

Snapshare Transfer

SNAP.SHARE

Installieren Sie die SNAPSHARE App auf Ihrem
Smartphone und starten einen Transfer. Sie kinnen die
App unter folgenden Links fur Android und IPhone
herunterladen
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With the help of SNAP.SHARE, data can be easily scanned with a
mobile phone and then sent to room:z. To do this, install the
SNAP.SHARE app on your smartphone.

I
Scannen Sie folgenden QR-Code mil der SNAPSHARE App
und folgen den Anweisungen dort. Wenn Sie fertig sind,
starten Sie den Transfer in die reviocloud.

To scan a document, select the SNAP.SHARE logo in the upload
window. @) Now scan the @ QR code with the SNAP.SHARE app.
Take a picture of the desired document and select «Send
document».

E% 1. QR-Code scannen

[Z] 2. Dokument fotografieren

<J 3. Dokument senden

Now return to room:z and enter a €) file name. Then select the
control panel @ «Add» and then «Add».

Dateibezeichnung *

Graustufen (kleinere Datei)
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