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WHAT IS IRIS OPENSPACE?

IRIS OpenSpace is our secure online portal, which allows us to safely exchange documents with our clients, and also allows our clients to review and sign documents
electronically. It is safer than sending information by email and is much quicker than using the post!

How do | get an account?
If you are an existing client and do not already have an account, please get in touch with your usual Honey Barrett contact. If you are a new client and have an email
address then we will create an account for you as part of our new client procedure.

When we set up your account, you will receive an email direct from IRIS OpenSpace containing a link to activate your account and create a password — see below.

15)10!1‘8\’
arrett

Chanered Accountants

Activate your Honey Barrett Openspace
account

Dear Client,

We would like to invite you to use Honey Barrett Openspace so that we can exchange documents instantly and securely. To activate your
account please dlick https://www.irisopenspace.co.uk/account/confirm/ and create a password.

If you have any questions regarding Honey Barrett Openspace please do nof hesitate to contact us.

Pleas~ nole lhat your use of Honey Banell Openspace is qovemed by the terms and conditions, details are available here:

Kind regards

Honey Barrett Chartered Accountants

To activate your account, simply click on the link in the email, check the details are correct and create a password. Your password is encrypted and securely stored on
the Honey Barrett OpenSpace website. Only you will have access to your password. You can change your password at any time.

Once you have created and confirmed your password, you’ll see a ‘confirmation successful’ message. In order to complete the activation, click on ‘login’. We will receive
an automatic notification when you have done so.



Your username will be your email address and you will be able to set your own password. If you are ever unsure of your password, go to the log in page and click on
‘forgot your password?’ to reset it. We cannot reset passwords from our end.

Where can | find the login page?

You can log into your OpenSpace account here - https://honeybarrett.irisopenspace.co.uk/. There is also a link to OpenSpace in the top right corner of our website
homepage - https://www.honeybarrett.co.uk/.



https://honeybarrett.irisopenspace.co.uk/
https://www.honeybarrett.co.uk/

HOW DO | LOG IN?

1. You can log into your OpenSpace account here - https://honeybarrett.irisopenspace.co.uk/.
2. Thereis also a link to OpenSpace in the top right corner of our website homepage - https://www.honeybarrett.co.uk/.
3. If you receive an email notification that we have uploaded something for you to review then you can click on the link in that email to log in.

Whichever way you access OpenSpace, you'll be taken to this screen —

Kioney
dITeLl

Email address Lsen@example.c

Password

[ Remember me?

Forgot your password?

@ |IRIS Software Ltd 2021. All rights reserved. | Terms and Conditions | Privacy Policy | Cookie Policy | Help

Your username will be your email address and you will be able to set your own password. If you are ever unsure of your password, go to the log in page and click on

‘forgot your password?’ to reset it. We cannot reset passwords from our end.


https://honeybarrett.irisopenspace.co.uk/
https://www.honeybarrett.co.uk/

HOW DO | LOG OUT?

Click on the arrow by your email address and account in the top right corner. The log out option is at the bottom of the drop down list.

User Details

Change password
Two-Factor Authentication

Contact Support
Date Uploaded Size

Terms and Conditions
1170202021 13:00:34

Privacy Policy

14/09/2020 16:04:23 Cookie Policy

Log out

UiSpraymg wems T-Z of 2



NAVIGATING OPENSPACE

You can log into OS by clicking on the link in an email notification (in which case you’re likely to be directed straight to the uploaded document), or by following this link
— https://honeybarrett.irisopenspace.co.uk/. If you login via this link, you'll either be taken straight to your dashboard or to a homepage if you have multiple accounts
(e.g. a personal and company account). If the latter, the homepage will look like the example below. Click on the name of whichever account you need to access.

Dazshboard Your Files

amy.brown_94@yahoo.co.uk

Welcome fo your Honey Barrett Limited Portal
Account -

(] ClientID = v Client Name W Accountant Name ¢ Status v Last Login W Total Files v Size '
0 1 Army Brown Test Honey Barrett Limited Active 17022021 17:36:55 2 files 36 KB
0 1 NC311D Amy Ruth Brown Honey Bamrett Limited Active 1700272021 17:38:35 3 files 2862 KB

Displaying items 1-2 of 2

[1]

Below shows the dashboard, which automatically shows any unread files. In the example below there are 3 unread files, the file names, which folder they’re stored in,
when they were uploaded and who at Honey Barrett uploaded the file (owner column).

DASHBOARD > Refresh
Client Name Filename / Folder Date Uploaded + Size Owner
FILES
Document to be e-approved. pdf
Amy Ruth Brown (NC311D) ) op ) p 11/02/2021 17:26:09 92 KE Amy Brown
Unread Files Files From Honey Barreft Limited
Received . . . R
my B courier slip.pdi
Amy Ruth Brown (NC311D) H_ ’ o P - 11/02/2021 13:00:34 101 KB Amy Brown
&l Files Files From Honey Barreft Limited
Amy Brown Help to Buy ISA Full statement - Nationwide Internet Bank. pdf
Amy Brown Test ( o o ' e 1410912020 16:04:23 61KB Amy Brown
Files From Honey Barrett Limited
APPROVALS

Displaying items 1- 3 of 3

Awaiting Approval 2

INVOICES

Unpaid 0

E-CHECKLIST

e-Checklists 0


https://honeybarrett.irisopenspace.co.uk/

You can navigate OpenSpace using the dashboard options down the left hand side, and also by using the tabs at the top left. If you need to get back to the
homepage, click on the ‘home’ tab at the top left of the screen.

Dashboard Your Files Upload File
DASHBOARD Q, Enter Client Name
FILES [] Client Name
Unread Files 3 [ MNC311D (Amy Ruth Br...
Received
Al Files [ MNC311D (Amy Ruth Br...
[ MNC3ND (Amy Ruth Br...
APPROVALS -
Awaiting Approval 2 [] (Amy Brown Test)
INVOICES [ (Amy Brown Test)
Unpaid 0

File Name / Folder

Document to be e-signed. pdf
Files From Honey Bamreft Limited

Document to be e-approved.pdf
Files From Honey Bamreft Limited
Amy B courier slip.pdf

Files From Honey Barreft Limited
Driving Licence - Amy Brown pdf
Top Level

Amy Brown Help to Buy 15A Full statement - Nation...
Files From Honey Barreft Limited

Uploaded Date

11/02/2021 17:42

11/02/2021 17:26

11/02/2021 13:00

01/02/2021 10:18

14/09/2020 16:04

Welcome to your Honey Barreit Limited Portal

Approval Type

e-Signature

e-Approval

amy.brown_9%4@yahoo.co.uk
Account b

Status Size Owner
“ 89 KB Amy Brown
Approve 92 KB Amy Brown
101 KB Amy Brown
25 KB Amy Brown Test
61 KB Amy Brown

ispiaying tems 1505 RS

To view all documents, click on ‘all files’ in the down the left hand side in the dashboard box (see above). This also shows any documents awaiting approval, which
you can see in the ‘Status’ column.



To quickly see if there are any documents awaiting approval, click on ‘Awaiting Approval’ down the left hand side.
Welcome to your 3 aImy.Drown

Account

Dashboard Your Files Upload File

DASHBOARD

Client Name Filename / Folder Approval Type Status Last Updated = Requested By
FILES
.  Document to be e-approved.pdf _ .
¥ Ruth Brown (NC311D - I Approve 11/02/2021 y Brow
Unread Files 3 Ay Ruh Brow ¢ " Filas From Honey Barett Limited e-Approva Ay Erown
Received - — ———
Amy Ruth Brown (NC311D) .ocumen o e eane 'D_ ; e-Signature m 11/02/2021 Amy Brown
All Files Files From Honey Barrett Limited
1 Displaying items 1-2 of 2
APPROVALS

Awaiting Approval o



HOW DO | UPDATE MY DETAILS?

How do | change my name or email address?
You can change your email address or password at any time. Log into OpenSpace and click on the arrow under where it shows your email address and account in the
top right corner.

Welcome to your Honey Barrett Limited Portal  amy.brown_fd@yahoo.co.uk

Account

User Details

Change password
Two-Factor Authentication
Contact Support

Date Uploaded « Size
Terms and Conditions
1170272021 13:00:34
Privacy Policy
14/09/2020 16:04:23 Cookie Policy

Log out

DEplaymg tems 1 - 2 of 2

If you need to update your name or email address, click on ‘user details’. You'll be taken to the screen below where you can edit your name and email address. Click
on ‘update’ when done.



How do | change my password?
If you need to change your password, click on ‘change password’ and click on ‘change’ when done. The system will flag if your password doesn’t meet the

requirements for a strong password.

Dashboard  Upload File [eGELT Y FEERRIG] Too Short

H & or more characters

CHANGE PASSWORD u Contains lowercase

u Contains uppercase
Use the form below to change your password. . .
H Contains special characters

u Contains numbers

Current password "
MNew password

Confirm new password

11



HOW TO UPLOAD DOCUMENTS

A few things to remember —

e Please do not create multiple folders within OpenSpace (this can make it difficult for our admin team to locate and retrieve your documents). If you would like
to create a single ‘2020-21 Tax Return information’ folder and put all your documents in there, for example, that is fine.
e Please name documents clearly.

1. Log into your OpenSpace account - https://honeybarrett.irisopenspace.co.uk/. You'll be taken to the homepage. If you have more than one account, you may
need to click on the name of the account you’d like to access.

Dashboard Your Files Upload File

DASHBOARD

Client Name Filename / Folder

FILES
Amy B courier slip.pdf

Amy Ruth Broyn (NC311D)
Unread Files Received 6 my Rt Brogn ' Files From Honey Barrett Limited

Amy Brown Help to Buy ISA Full statement - Nationwide Internet Bank pdf

i Amy Brown Test ()
All Files my Brown lest{) Files From Honey Barrett Limited

APPROVALS

Awaiting Approval 1

12


https://honeybarrett.irisopenspace.co.uk/

2. Click on the blue ‘upload file’ box found on the left side of the screen.

Dashboard Your Files m Invoices Approval e-Checklist

Home > Amy Brown Test

Q) Upload File == New Folder

(] Name W Description ¥ Uploaded «
[] #Documents

] # Files From Honey Bamett Limited

3. A box will then appear which will allow you to upload your documents. There are two ways in which to do this:
a. Dragging and dropping your files from your computer and into the box.
b. Clicking on ‘add files’ in the bottom left corner of the box (recommended).

You may find it helpful to have all your documents ready in one folder on your computer as this allows for a simpler upload.

If you would like to create a folder to hold your current year tax documents for example, simply click on ‘new folder’. You can name the new folder anything you like but
please do not create multiple folders.

13



Upload to Amy Brown Test

You can select more than one file at a time. You can also drag and drop files anywhere on this page to start uploading.

Name Size

8 Documents 25 KB

& Files From Horey Barrett Limited 61 KB
Displaying items 1 -2 of 2

G

Drag & Drop files here, into the folder directly.
or by clicking on "Add Files" below.

Add Fles

4. You can either upload files to the main folder, or you can click on the ‘documents’ folder to add your files there, whichever is easiest for you.

Please do not create multiple folders within OpenSpace as this makes it very difficult for our admin team to locate and retrieve your documents, especially if information
isn’t sent in one batch or on the same day.

14



5. Click on ‘add files’ and another box should appear which will allow you to find and select the documents that you would like to upload. Once selected, click on

‘open’.

Your documents will then appear in a list (see example below).

7. Once you've added everything you need to, click on ‘upload’ in the bottom right corner of the box. You may need to scroll down to the bottom of the screen to
see the ‘upload’ button.

o

Upload to Amy Brown Test

You can select more than one file at a time. You can alsq drag and drop files anywhere on this page to start uploading.

File Name
B YourBThill_09052020.pdf [}
é Book1.xlsx o

hai e o

8. It may take a few seconds for the documents to upload and if you are uploading a lot of documents, you may notice a circle swirling round — this is just the
system processing so just give it a minute and it will upload them all.
9. Once the documents have uploaded you’ll be taken back to the ‘files’ section and there should be a green message ‘document(s) uploaded successfully.

15



10. You can see in this example that the two documents uploaded are sitting in the main folder. If you chose to upload directly to the ‘documents’ folder then that
is where you will find them.

Documuent{a) uplcaded soccessfully

Home > Amy Brown Test

[ © Uplosd i | 4 Jlow Foldo |

Nams ¢ Duscription ¢ Uplsadud » ¢ Latast Dowiioall ¢ Appruval Typwe ¢ Staus ¢ Total Files f Siee ¢ Ownmm 'y
o Documents 1 files 25 KB
o Fiek From Honwy Sarstt Limited. 1 Bss aTKE
B cook) o 19042021 1661 42 10 KE
. YourfTnd }S2000 pdf 15042021 1651 44 154 KB
1 Displaying ®ems 1-dof &

16



11. Every time you upload information to your OpenSpace account, we
will receive an email naotification (see below for an example). These
emails are checked regularly throughout each day and we will go
into your account from our end and retrieve the information.

oty ¢

Feply AN 1 Forward

Hotey Banatt Openspice Fie Added

Honey
yarrell

File added or amended by Amy Brown Test
(Client ID: )

Dear 22 Beaik Office,
The fellowing Blas Bave bean addod or chianged In Haney St Openspace by Amy Feawe Test ((hent IDu / Chunt Naswe; Amy

Biown Test)

YouaSiThil 09052020, 0df
Beokdatey

PAYROLL A 'l.h
R15] scxnces | disma SR @

ERV
-

Horvey Burrett i @ Uading neve of Sy Sarivt! Lewied 5 comoety legsteed o Engleed 8 Wele o S1E5
Sageinwd olicn 51 Gikvadge Aead Eattoume RAD) 45F

This swmtage & conddantal sad inandad for $1e addrentee arly. 1 you Saes recend Bic eweagr 1 wTor O Frws 20w Ty frolieTe, Plows 03y S sander
wermdutnly. The unsethorned cva fuckears, cpyng o sherston  Srn mwsege & ety faacde . The vews of the sufhor muy net secemaedy refct ose of
Fevey Barr ol 11 Cnernt e e antined Bt B avind mod any dlachvrents are Aoe o vt irkecn, Hovey Barset ol not Le budle Ar Somt spech indewmt o
corwecueiel darvages wuig frum sbwatie of $he coctmis of B vwetage by & thard Zarty o s 3 rel o sy vt beng cesoed on

17



HOW TO VIEW DOCUMENTS FROM HONEY BARRETT

There are two ways in which you can access documents that Honey Barrett have uploaded to your account.

1. Click on ‘all files’ in the dashboard box down the left hand side of the screen.
e This will show all the documents that are held within your account(s).
o If you have multiple accounts (e.g. personal and company) then you will see documents from all these accounts here. You can see an example of this
below where there are two client names — Amy Brown Test and NC311D Amy Ruth Brown.
e You can see in the second column ‘file name / folder’ where each document is saved.

Files from Honey Barrett Limited folder — this is where documents that Honey Barrett upload can be found.
Documents folder — this is where you can choose to put your documents when you upload them.
Top level folder — this is where your documents will sit if you do not choose to upload to the documents folder.

=

ASHBOAN A |

Chnue Mams ¥ e Mo 7§ olde Uplosdsdl Daw » Appraval Type Sarus Sae Ownne

' 19042021 16 5Y 1oxn
F Top Lave

Y il Wit
_ iy Srewn : 19042021 16 61 Yot KB my ¢ Tand
Top Luvet

AV LR[S A xN
Top Love

{ Ay [
" oo v e a-Signatire m mes
F s From Money Bacratt Limbed
W Fiiws Prom roney BSarralt Limbed o st
| ey ol
; o 1022021 1360 wApproval m 101 K8
Fben Froo rooey Botatt Limied
CUIEY ‘ e D1M02/2021 10 10 25 K0
Docwmants
[
140%2020 16 04 AR

y Down Haoly Y
Fimn Fram Mooey Barrett Limbed

18



2. Click on ‘your files’ along the top left of the screen.
e Then click on the ‘client name’ (name of the account) that you'd like to view.

I Your Files Upload File
DASHBOARD

Client Name Filename [/ Folder

FILES

Amy B courier slip.pdf

Amy Ruth Brown (NC311D)
Unread Files Received a e ! Files From Honey Barrett Limi

All Files Amy Brown Test ()

Amy Brown Help to Buy ISAF

Files From Honey Barrett Limi

APPROVALS m

e You can see below that the two documents are sitting in the ‘top level’ folder.

Home > Amy Brown Test

[ Otplosd Fiu | [ 4 Mo ek |
Namu ¢ Description ¢ Uplosded w» ¢ Lutant Downdoad ¢ Approval Type
i Documents
B Files From Honay Bamstt Uimited
B soot1 100472021 166142
B oo 050590 30 pa 180472021 165141

e Click on the ‘documents’ folder to view files that you have uploaded.

¢ St

¢ Total FHex

d Sue 'y
| fles 25 K3
1 Hes 651 K

10 K8
354 K8

Cwinee 'y

Displaying tems 1- 20 4

e Click on ‘Files from Honey Barrett Limited’ to view files that we have uploaded for you to review and / or action. — see example below of what the folder

contents may look like.

19



Dashboard Your Files m Invoices Approval e-Checklist

Home > Amy Ruth Brown Files From Honey Barrett Limited

© Upload File

O

O
O
O

Please note that the system does not necessarily show documents in the order in which they were uploaded to OpenSpace.

You can change the order by clicking on the filter icon in the ‘uploaded’ column heading. Click on the icon until the documents are shown with the most recently uploaded

Name W Description W Uploaded =

B bocument to be e-signed.pdf Document to be e-signed.pdf

B Document to be e-approved.pdf Document to be e-approved....

! Amy B courier slip.pdf Amy B courier slip.pdf

11/02/2021 17:42:05
11/02/2021 17:26:09

11/02/2021 13:00:34

'

document at the top. This will help you to see when documents were uploaded more easily.

20

Latest Download
16/02/2021 16:18:08

16/02/2021 12:52:15

¢ Approval Type
e-Signature
e-Approval

e-Approval

0 Status
Signed (16/02/21)
Approved (16/02/21)

Approve



APPROVING DOCUMENTS

There are two ways in which we may ask you to approve a document electronically via OpenSpace: e-approval or e-signature.

How do | e-approve documents?
1. Go to the dashboard tab and click on ‘awaiting approval’ and this will bring up the screen below.

amy.Drown
Account

Dashboard Your Files Upload File

DASHBOARD © Refresh
Client Name Filename [ Folder Approval Type Status Last Updated Requested By
FILES
) _ Document to be e-approved. pdi )
my Ruth Brown (NC311D e-Approval Approve 1100272021 my Brown
Unread Files 3 o : ! Files From Honey Barreit Limited App Ay !
Received = - =
ocument to be e-signed.
Amy Ruth Brown (NC311D) X g p, . e-Signature m 11/02/2021 Amy Brown
All Files Files From Honey Barrett Limited
1 Displaying items 1-2 of 2
APPROVALS

Awaiting Approval o

2. Click on the document to be approved to download it. You will need to open the document before the system will allow you to e-approve / e-sign.
3. Once you have read through the document, close it and you'll be taken back to the document list.
4. Go across to the status column and click on ‘approve’ which is in a blue box.

Ome 1o yout Hooey B

»Home

L

Cleot Name Fliename / Fobder Approval Type Statun | ast Updated » Requested Dy
e-Appeoval m can2aon

1 Displaying tems 1

Fiea From Honey Barrett Limited



5. If you haven’t already viewed the document, a message box will pop up prompting you to view it first. You will then need to click ok and download the
document.

Approval not allowed

Before you are able to approve this file you must download and view it first.

6. Otherwise, if you have already looked through the document then after clicking approve this next box will appear, and you will then need to click on ‘approve’
or ‘reject’ as applicable.

Approve

Are you sure you want to approve Document to be e-approved.pdf - Document to be e-approved.pdf?

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

Mame: Amy Brown Test

Email: amy.brown_94@yahoo.co.uk
IP Address: 77 44 42 39

TimeStamp: 16/02/2021 12:53 (GMT)

Amy Ruth Brown agrees and approves the contents of this document.

Covrore I Rt

22



7. The document will then disappear from the awaiting approval page. Under the ‘all files’ page, it will then show as approved and the date approved.

I e i . S Account

Dashboard Your Files Upload File

DASHBOARD Q, Enter Client Name or ID or File Name or Owner

FILES (] Client Name File Name / Folder Uploaded Date - Approval Type Status Size Owner

D tto be e- d.pdf
. NC311D (Amy Ruth Br._. oo men: o D8 e-slaned.pal. 11102/2021 17:42 e-Signature 8O KB Amy Brown
Unread Files 2 O Files From Honey Barrett Limited
Received
. Document to be e-approved.pdf . _
m [J NC311D (Amy Ruth Br._. Files From Honey Barrett Limited 11/02/2021 17:26 e-Approval Approved (16/02/21) P Amy Brown
Amy B courier slip.pdf .
MC311D (Amy Ruth Br... 11/02/2021 13:00 101 KB my Brown
APPROVALS O wAmy Ru ! Files From Honey Barreit Limited o '
Driving Li - Amy Brown.pdf
Awaiting Approva 1 [ (Amy Brown Test) T{:: I:svellcence e 01/02/2021 10:18 25 KB Amy Brown Test
. " . Amy Brown Help to Buy ISA Full statement - Mation. .. ) T
INVOICES O (Amy Brown Test) Files From Honey Barrett Limited 14/09/2020 16:04 61 KE Amy Brown

Unpaid 0
Displaying items 1 -5 0f 5 m

E-CHECKLIST

e-Checklists 0

23



How do | e-sign documents?
1. Within the dashboard tab, click on ‘awaiting approval’ and this will bring up the screen below.

Account

Dashboard Your Files Upload File

DASHBOARD

Client Name Filename / Folder Approval Type Status Last Updated Requested By
FILES
. . Document to be e-approved. pdf _ )
my Ruth Brown (NC311D e-Approval Approve 1100272021 my Brown
Unread Files 3 o o " Files From Honey Barrett Limited App AT Eroy
Received = e~ S——
ocument to be e-signed.
Amy Ruth Brown (NC311D) ) g p. } e-Signature m 11/02/2021 Amy Brown
All Files Files From Honey Barreit Limited
1 Displaying items 1- 2 of 2
APPROVALS

Awaiting Approval

2. Click on the document to be approved to download it. You will need to open the document before the system will allow you to e-approve / e-sign.
3. Go across to the status column and click on ‘sign’ which is in a blue box.
4. If you haven't already viewed the document, a message box will pop up prompting you to view it first. Click ok and download the document.

Approval not allowed

Before you are able to approve this file yvou must download and view it first.
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5. This screen will then appear showing the signing areas and also a pending actions box to the left.

Account

Dashboard Your Files Upload File

Document to be e-signed_pdf

PENDING ACTIONS 2 100% ~ @ O PAGES (1)
. Review DateSigned (Page 1)
Review Signature (Page 1)

Example of document to be e-signed by a client.

Name - Miss A R Brown

Signature

Signature
16/02/2021

Date

; oo

6. Click on the blue signature box.
7. You will have three options for e-signing: draw your signature, type your name in, or upload an image of your signature.

Apply Signature 1/1
| hereby agree and digitally sign the Content.

m Texi Upload

Clear

Son oot [ son | corcl



8. If you choose to draw your signature in, don’t worry if it looks a bit wobbly. The text is easier but we find the majority of clients prefer to draw their signatures
in. If you have an electronic version of your signature already then you can use the upload option to add that in.

Apply Signature 1/1 Apply Signature 1/1
| hereby agree and digitally sign the Content. I'hereby agree and digitally sign the Content.
Drraw Text Upload
m Text Upload
Cleatt Amy

[san | canca son | conce |
. 9. When you have added your signature, we suggest you click ‘sign &
Apply Signature 1/1 apply all’ — this will apply your signature to each signing page as required
within the document so you do not need to approve each signing page
| hereby agree and digitally sign the Content. manually.

Draw Text Upload

© Upload Signature

son oo as J san | coce |
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10. Once you have approved the document you will then be taken back to the document and will be shown a preview of the signed page(s).

11. Click ‘approve’ in the blue box in the bottom right corner — you may need to scroll down to the bottom of the page in order to see the final approval box.

12. If you find any errors in the document you can choose to reject the document.

Welcome to your Honey Barrett Limited Portal amy.brown_9%4@yahoo.co.uk

Account -

Your Files Upload File

Document to be e-zigned_pdf

PENDING ACTIONS 2 100% ~ @& O PAGES (1)
. Review DateSigned (Page 1)
. Review Signature (Page 1)

Example of document to be e-signed by a client.

MName — Miss A R Brown

Sy

Signature
16/02/2021

Date

1 =3 3 B2

13. The document will then disappear from the awaiting approval page.
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14. Under the ‘all files’ page, it will then show as signed with the date.

DASHBOARD | Q, [Enter Client Name or |D or File Name or Owner
FRiEs [J Client Name File Name / Folder Uploaded Date - Approval Type Status S ze Owner
R Document to be e-signed. pdf .
NC311D (Amy Ruth B 1140212021 17:42 _Signatu signed (1602/21) IR S) Amy B
Unread Files Received 2 o (Amy Ruth Brown) ¢ From Honey Barrett Limited &-Signature gned { ) my Brown
NC311D (Amy Ruth Brown)  Cocumentto be e-approved pdf 11022021 17:26 &-Approval Approved (16/02/21) [IEF] ¢ Amy Brown
U my Files From Honey Barrett Limited : ~HPP my
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COMMON ISSUES AND QUICK FIXES

Whilst OpenSpace is a quick and easy way of exchanging documents, there are a few common issues which you may experience:

1.

Trouble logging in — if the system flags that your login details are incorrect then you likely need to reset your password. You can do this by click on ‘forgot your
password?’ and you’ll receive an email notification which will allow you to reset your password. Alternatively, check you’re using the correct email address as
your username.

‘Access denied’ message — This occurs more frequently if you log into OpenSpace by clicking on the link in the email notification, and if you have multiple
accounts. Generally, this message means that you're trying to log in with the wrong email address. Some clients may have more than one account and may
use different email addresses for each account.

‘Locked for editing’ message — Sometimes when reviewing or approving a document you may receive this message, which essentially means that the system
has got a bit stuck. If you log out and then log back in again this should remove this message and allow you to continue. This message does not mean that
Honey Barrett are editing the document.

‘Pending approval’ message — This message will appear in the approval status box in the document list if a document needs approval by more than one
person. When everyone required to has electronically approved or signed a document, then the status will automatically update to ‘signed’.

If you are unsure of an error message or if you are having trouble with OpenSpace, please do let your usual Honey Barrett contact know. We cannot see OpenSpace
from your end so a screenshot of the issue / message is always very helpful and allows us to troubleshoot more easily.
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THINGS THAT HONEY BARRETT CANNOT DO ON BEHALF OF CLIENTS

We are happy to help if you need any assistance at all with OpenSpace, however there are a few things that we cannot do on your behalf as these functionalities are
accessible at the client end only.

We cannot:
1. Activate your account.
2. Change your password.
3. Upload your information to send to us.

4. Approve documents on your behalf.

If you are stuck on any of these actions, please do contact us and we can talk you through how the system works. There are also instructions within this guide.
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