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Overview

The Fidelity File Sharing portal is a secure data exchange that allows sensitive data files to be shared securely. This
document will guide you through how set up your access, and how to upload and download documents via the

portal.
Logging in for the first time

Please log in using the link below and the details provided by your Fidelity contact:

https://www.planviewer.fidelity.co.uk/planviewer/DisplayLogin.do

Fidelity PlanViewer

You will then receive a prompt to ask if you wish to
| change your username:

Erilor woun pecriwond

Eemember me

Change your username

Wiould yoow o 10 CRONGHE PO LIRS I BOMEINING Tl 0SS 10 remember Tou Con vl your email
R If you select ‘Change’, you will be prompted to amend

Vi £0n choom 50 ks your Curment ubemomss, bl Dleoke nol ho! you won'l b abike 10 update | ofter this

your Username as well as the password:

H you decide 10 change you usomams, you will be asked 1o change your possword, 0.

If you select ‘Keep’ you will be prompted to amend your

Change your Password only.

vsername & password Note - the requirements for a new password are as
follows:

N —— o Must contain any three of the following:
e . Lower case, i.e., a-z
= ke e g = v, I e el =  Numbers, i.e., 0-9
R = Upper case letters, i.e., A-Z
E— = Allowable symbols,ie, | £S$*=[]1{}@ #?
=  Must be between 8 and 25 characters long

Please note that this will be the only time you will have
an option to change your username

o Click ‘Confirm” when this has been changed

o You will now be prompted to login to the File
A o et vt sy et i Sharing Portal
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https://www.planviewer.fidelity.co.uk/planviewer/DisplayLogin.do

Change username
and password

Yo wiarname and posswesd
hawve been successlslly changed.

Flease kg o to Fidelity
Ploalirags piing youe fgrar
usarnome ond posswodd

You will now be taken to the File Download Centre

Note - if the username was amended this will not show
until the next time you log in.

Uploading and Downloading Files

Click ‘Log in’ and sign in with your new Username and
Password

The first time you log in you will need to accept the
Terms and Conditions before proceeding:

Terms and Conditions

For Fudetty PlanViewer (DC penuices: soce

website] including tronsaction:

IMPORIANT NOTICE

MEASE DO NOT PROCEED 10 THE NEXT PAGES ON THS WERSITE
DR W™ s APF UNTIL YOU MAWE SEAD AND UNDERSIOOD s
TERMS AND AGEEED 10 BE S3OUND By THin

NOTE: Mambar Mot 0ED Dt B0 vertEaton mng one
Yo pomcose 1 oy OPEAmOLEe 431 Memten ang rot ApEnrotie

12 irdm=ai o eeeInG OFTInTiTTIoN
Wit you JOWNIOOE, OCtess, O Uie B oy mcbile appiconen

“ApeT) o Yebuk D

OCAOWAS0E wour COreement 13 111 haie Torms

A O vy ONerndte weDide) v

Ty ¢

2% Faeine )

When logging in you will be taken File Download Centre which is where files can be uploaded and downloaded

between you and Fidelity.

Uploading files

Select ‘Upload file(s) on the left-hand side of the screen:

Welcome to the Fidelity File Sharing Portal

File Download Centre

Plan: 2ZZZ Test Scheme (Simplificotion)

You will now be taken to the File
Download Centre

Note - if the username was amended

o Download Contre provides details on ail documents thal HGvo been shared either with or by you in respect on the

fost Scheme (Simplification). Uploaded file(s) will be available in the Download Centre for 31 days from

=]

upload.

Upload file(s)

You currently have no files available for download

Help

this will not show until the next time
you log in.

Workplace Investing
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Select the relevant team you wish to send the data/document to:

ﬁdelity Welcome to the Fidelity File Sharing Portal

Plan: ZZZZ Test Scheme (|

Upload File(s)

Filo(s) allows you to issue files or documents diroctly to the specified Fidelity team. Please ensure that you sclect the
team when using this portal and click on the information icons next to each team for further details.

Download Centre
Which team is this for

Upload file(s
o(s) Service Delivery team @
Data Implementations ieam @

1] i
| Help "1 Data Quality teom @

If you are unsure which team to send the data to, click on the next to each team and this will provide some
guidance:

Data Implementation Team: For Scheme implementations or bulk transfers
Service Delivery Team: When the Scheme is in BAU, this is used to send data or documentation

Data Quality Team: When the Scheme is in BAU, this would be used to share missing data if you have
been contacted by the data team

* Once you have selected the required team, select ‘Browse’ to locate and upload your file:

Choose files to upload

Choose the member data files you want to submit; we'll check they're titled correctly, in the correct format and not empty.

Then after you uplood them, we'll check the quality of the data in them and let you know if there are any issues.

" Upload .csv, tt, .pdf, jpg or excel files with your member details
B You can upload mulliple files at a time to o maximum of 80mb

®  The maximum file nome length is 200 characters, Please check the help section to see which characlers are allowed.

Browse for a file

Selected files (1)

I777_IML_ExcelUpload.xlsx iy
RI7KE

Jadd comments for this file...

0,300 character entered
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* Once you have selected your file, it will show below the file that you have selected to upload to the portal.
e If you wish to add a comment, this can be inserted in the box below before clicking ‘Upload files’.

7777_IML_ExcelUpload.xlsx m
FI7KB

|add comments far this file...

0300 charocter entered

The file will start to upload and can take up to 10 minutes depending on the size of the file.

* Once the file has been uploaded, you will see a notification confirming that the files have been uploaded
successfully

* You can upload more files if required by clicking ‘Add more files’.

The relevant team will receive an email communication to confirm that a file has been uploaded to the portal.

NOTE - If there are any issues with uploading your file, please refer to the Errors and Warnings Section.

Downloading files

* If you have received a file via the portal, you will receive an email to notify you.

* You can access this file selecting the ‘Download Centre’

t A Fidelity Welcome to the Fidelity File Sharing Portal

IRTERNATIBMAL

Plan: ZZZZ Test Scheme |

File Download Centre

File Downlood Centre provides details on all documents that have been shared either with or by you in respect on the ZZ77
[Test Scheme (Simplification). Uploaded file(s) will be available in the Downlood Centre for 31 days from upload.

Download Centre
You have files available for downlood

Upload file(s)
Comments
File name File type Date Uploaded by (Select O 1or details)
Help
02-Aug-2
I_I 1T IZ-superrans T s M h A T -
pdiUpload peit femplate o m3uperTransactar
7
O2-Aug-2
ZITZ-suparirans t i
Template 3 iamSuperTransactor
wtuplooed tet R
08:57:45
2z FAug-?
suparirans Template 3 ismSuperTronsactar m
ExcelUplocd, ks —
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* Once you have opened the Download Centre, you will see a list of all documents which have been exchanged
which can be identified by File Name, Date and Updated by.

Note, the file types are driven by Fidelity uploaded and will be one of the following:
Initial member files: contains member data you have uploaded
Template files: uploaded by us which show the list of data fields required for each member.
Data queries: uploaded by us, these will be questions we have about the data you uploaded.
* By selecting ‘Download’ you cand download these files to your desktop.

NOTE - all files will automatically be made unavailable from the portal 31 days after the upload date.

Errors and Warnings
Files Restrictions

* The file cannot be blank

* Files must be in a .csv, .txt, .pdf, .jpeg or excel formats

* A maximum of 80mb can be uploaded at one time

* The maximum filename length is 200 characters. You can only use letters, numbers and underscore when
naming a file.

Should any errors occur throughout the upload or download process the following screen will show:

System error encountered

N Please contact the relevant team
shown who will be able to help
you.

Sorry it looks like something went wrong. Please logout and retry login after some time.

If you need assistance, please contact FIL-WIDatalmplementation@fil.com

Forgotten Password
If you forget your password, please:

* Contact your data contact or Service Delivery Manager team who will complete a password reset and advise
you of the new password.

* Login with your original username and new password. Once you have logged in, you will be prompted that you
will now be able to reset your password

Change your password
Change your password

Please check that your password meets our requirements.

You have logged in using o temporory possword,

Pleose set a new possword lo keep your account secure

Current password

New password

* Update your password by inputting the temporary current
password and confirming your new password

o You cannot use any previous passwords
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For schemes sponsors, trustees, their advisers and consultants use only and should not be relied upon by
individual investors. This is for information purposes only and the views contained in it are not to be taken as
advice or a recommendation for any course of action to buy or sell any investment product. This market
analysis is based on our interpretation of the current market conditions and any forward-looking statements
are based on Fidelity International's current expectations and projections and are subject to change without
notice.

Issued by FIL Life Insurance Limited (Reg No. 3406905). Authorised in the UK by the Prudential Regulation
Authority and regulated by the Financial Conduct Authority and the Prudential Regulation Authority.
Registered Office at: Beech Gate, Millfield Lane, Lower Kingswood, Tadworth Surrey, KT20 6RP. Fidelity,
Fidelity International, the Fidelity International logo and the F symbol are trademarks of FIL Limited. WI
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