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Step-by-step Guide
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When Milsted Langdon sends you a document for review or signature approval, you will receive an email like
the below. Click on ‘Secure Portal Access’ to access the document(s) that need review or approval.

MILSTED LANGDON

Dear
Subject: Documents for Signing

has sent you items to view, sign and complete via the VirtualSignature secure portal.

Secure Portal Access

For more information or assistance, please contact the sender:

Name : Milsted Langdon
Contact Email

Transaction Ref: N2PB-SJLC-BNX2

Unsure about this email
This email has been sent to you by VirtualSignature.com on behalf of

Alternative Access
The above can also be accessed by using the following URL in your browser;

Do not share this email
This email contains a secure link to VirtualSignature and should not be sent or shared with any
other person.

IF YOU ARE NOT THE INTENDED RECIPIENT OR RECEIVED THIS EMAIL IN ERROR,
PLEASE DO NOT CLICK ON THE LINK AND DELETE IMMEDIATELY.

This e-mail, attachments included, is confidential. It is intended solely for the addressees. If you
are not an intended recipient, any use, copy or diffusion of this message is prohibited. Please
delete it and notify the sender immediately.

Copyright © 2025 VSID RegTech Group Limited All Rights Reserved. VSID, VirtualSignature and QES ID
Validate are trading styles of VSID RegTech Group Limited.

VSID is an Electronic Signature and Identity Service Provider (IDSP) with ISO 27001, ISO28003,
15028115 and Cyber Essentials Pius certified.

X VSiD
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You will then see the below screen
and need to enter your forename
and surname. Then click ‘Proceed’.

MILSTED LANCOON
Welcome to Secure Portal Accoss

Tronsaction Ref. &40 XED-QX5X
Email

By proceedng. you are agrooing 10 slocronicaly
provice ond exchonde InfomaTicn with 1o sonder.

Sender:
Emoik:

oy Powsded Dy Vituotignature. com
© 2025 Viruolygnature com

You will then see the below screen.

MILSTED LANGDON
Sender

Contact Email Progress Panel
Transaction Reference 2JDW-HSXS-8VY7 Action ltems of1
Subject Documents for Signing

Workflow Process - Post review >

[ 1 DO NOT WISH TO PROCEED ]

Click on the document(s) listed, as highlighted above.
This will then take you to a new window where you can
view the document page by page. You will then need
to review and sign the document. If there are multiple
documents for signing, you will need to click on each
document individually, as in the below example.

Profit ond loss Projechons 2028 >
Weolth Monogement Budget >
[ 1 0O HOT WitH 1O MIOCIID ]

When you view a document you will be able to click on each individual page of the document to review the

content.

- Management report

Piecse review ond complete ol required iterma

@~

New [ Sign Hare

Limited
Management Report
for the Pencd from 20 January 2024 to 31 January 2025
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When you click on the blue name tag which says ‘Sign Here’, you will then see the following box. Click on
‘Use Preset’ and click ‘Apply Esignature’. This will sign the document digitally.

Add/Edit Your eSignature X

Draw Sign Use Preset Upload

Auto generated signature

A N Other

You can then click ‘Submit’ on the bottom banner of the document preview screen, to approve the document.

Click Submit To Accept This Document m

Once you have clicked on the ‘Submit’ button
you will see the following screen

Ready to Finalise?

If you wish to finalise and retum all items, please
click on the 'Finalise Now" button.

[ View Progress Panel I

Click ‘Finalise Now’ and the signed document
will be sent back to Milsted Langdon, and
your account manager notified. You will see
the below image to say that your transaction
has been sent. The code will be unique to the
transaction.

Your transaction has been sent

2JDW-HSXS-8VY7
14/07/2025 16:47:25 BST (UTC +1)

(o)
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MILSTED LANGDON

Our offices:

Bath office:
Q 01225 904940
4 Queen Street,

Bath,
BA1 1HE

Taunton office:
Q 01823 445566
Winchester House,

Deane Gate Avenue,
Taunton, TA1 2UH

Bristol office:
Q 0117 945 2500

Freshford House,
Redcliffe Way,
Bristol, BS1 6NL

Yeovil office:
Q 01935 383500

Motivo House,
Yeovil,
BA20 2FG

London office:
Q 0203 150 1113
Work.Life St Cross Street,

7 St Cross Street, London,
EC1N 8UB

milstedlangdon.co.uk « advice@milstedlangdon.co.uk

Disclaimer - for information of users: The information in this document is intended for general advice only and no action should be taken in respect of individual circumstances
without receiving specific advice. Date of publication: August 2025. Milsted Langdon is a trading name of Milsted Langdon LLP, a limited liability partnership registered in England

with LLP number 0C329479.

MGI Worldwide is a network of independent accounting, legal and consulting firms. MGI Worldwide does not provide any services and its member firms are not an international
partnership. Each member firm is a separate entity and none of MGI Worldwide, MGI Ltd., nor any member firm accepts responsibility for the activities, work, opinions or services
of any other member firm. For more information visit https://www.mgiworld.com/legal

A member of

mgiworldwidy/
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