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How to add/invite members

In this chapter, we will explain how to add and invite members to the michibiku system.



@ Click “Company/Member Settings” > Member Management

Click your name (settings menu) at the top right of the screen
Please select Company/Member Settings > Member Management

account settings

Company/member setlings

Meeting Sefup

Logout

Switch to your user account

Switch participating companies




(@ Select the user or admin and press the Add button

Select the User or Admin tab and proceed to registration by clicking the Add button on
the top right.

< Membel‘ Management Maximum number of accounts 16/20

@cClick the Add button
(@D Select the user or admin tab

m 2 Dol oo




®Enter according to the screen and select “keep” or “Save and Invite”

< Adding users

BT If you want to send an invitation

email immediately
\ "Save and Invite"
fu":mr:eme name i:::snea;’::Iﬁ‘:p’:e’;‘f:"°:’$en:r:;’:as‘heY appear on the registered copy of the company. If you Wa nt tO Save it and Send it
later, click "keep"

If you have an admin account, link it and register.

Select your Admin account -

Name (in English) *

First Name Middle Name Last name

Display name

Please enter the name you want to display within michibiku, such as your business name.

sumame name 5 = 5 3
If no name is entered, the name will be displayed as is.

Display name (in English)

First name Middle name Last name

email address *

X0 0OX(@XXX.CO.jp

Notification email forwarding settings (up to 5)

© Add a forwarding address



@ Return to the member management list screen

If it says "Inviting", an invitation email has been sent.
If you return with "Save", it will be "Uninvited". Please send us an email by clicking the
"Invite" button at any time.

Send an invitation email

Name: Aa ...

Any m Reception invite




Create an account

This chapter explains how to create an account for the michibiku system.



You will receive an invitation email

You will receive the following email from the address noreply@michibiku.co.jp.
[michibiku] #EHBBEHASHLIDBFSNFELR D Seriax

® noreply@michibiku.co.jp
. To w51+ 007 =
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Next, set your |ID and password
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<About ID/Password>

¢I1D

We recommend registering the
string before the "@" in your
email address.

@ Password
6 or more half-width
alphanumeric characters

Please feel free to set it.

Enter the ID and password to be set

BET7NO > b ESKEDHEEFIDTESR

K BRACE—EAN U

BE7ZHU MEBES0FIDTER

Click "Join"

1



When you can move to the home screen, account creation is complete.
We would appreciate it if you could add this page to your favorites.

FEFER

12



How to log in

How to log in after registering an account

13



How to log in after registering an account (1/2)

The login URL is different for the office and for users.
The details are as follows, so please be careful not to make any mistakes.

Secretariat/Admin login URL (when creating a meeting)

https://michibiku.jp/sign-in

User login URL (for electronic signatures, etc.)

https://michibiku.jp/user/sign-in

14


https://michibiku.jp/sign-in
https://michibiku.jp/user/sign-in

How to log in after registering an account (2/2)

& michibiku

EFEOTHONMcOTL>

A—=JL7 KRR

JSARD—R

\

S

Registered "ID or email address”,

I Please enter the set "password"

<¢— Click here “Login”

JXRD = REENIEHECES

15



Reset password

We will explain how to reset your password.

16



About password reset

& michibiku

(Reference) If you forget your password,
Click here if you have forgotten your password
You can reset your password.

SFEOFHAI>NMCOIT>
R—ILT KL You can also access the page directly from the URL below.
Please note that the URL is different for the secretariat and
P officers.

& For secretariat use
https://michibiku.jp/password/forgot

JXRD = REENIEHECES

@ For executives
https://michibiku.jp/user/password/forgot

17




(Reference) About login URL

The login URL is different for the office and for users.
The details are as follows, so please be careful not to make any mistakes.
This is the most common cause of errors when resetting your password.

Secretariat login URL (when creating a meeting)

https://michibiku.jp/sign-in

User login URL (for electronic signatures, etc.)

https://michibiku.jp/user/sign-in

18



About meeting settings

19



How to set up a meeting (skip circulation/whether
confirmation of minutes is required)

In this chapter, we will explain how to configure whether to skip circulation or require
confirmation of minutes.
| will explain (meeting settings).



How to set up a meeting (skip circulation/whether confirmation
of minutes is required)

If there is a flow you want to skip on the system, you can set it in the settings menu in the upper right > Conference settings.
At the initial stage, everything is checked. Please adjust and save according to the part you want to skip.
(The settings will be reflected when a new meeting is created after saving, so you need to take action before creating a meeting.)

L ELET(
Asuka Sakurai

account settings ClICk on Meeting Setup

Company/member settings @Adjust the addition/removal of _I to achieve the
flow you want to use.

Meeting Setup

Logout

board of directors

Normal flow O O

Add a past meetin 9

Creation flow Proposal writing Circulation of minutes Minutes must be checked

Written Resolution Flow
& g




How to set up a meeting (skip circulation/whether confirmation of minutes is
required)

The name of each item and the definition when unchecked are as follows.
Project name Status when unchecked

Create convocation | No need to create convocation notices on the system
notice

Convocation notice | Itis no longer necessary to send an e-mail requesting confirmation of the
circular convocation notice on the system.

Minutes circulation | It is no longer necessary to send emails requesting confirmation of the
minutes on the system.

Minutes After sending an email requesting minutes confirmation to each user on the
confirmation system,
required You can proceed to request electronic signatures even if there are users who

have not marked the minutes as “confirmed”.



How to set up a meeting (skip circulation/whether confirmation of minutes is
required)

<Setting example>

Create convocation notice — Send — Create minutes — Send — Request electronic signature

*Even if there are people who have not completed checking the minutes, you can proceed to request electronic
signatures.

BRi@Es

#ERkZ0O— BEEIWER BEEAEE BESLE BESREANA
BEo0— O

[Minimum] Supports minutes outside the system — When using only electronic signature requests

HiEEs

R DO— BEEFER BEEAEE BEZLE BESERNA
EEIO— O O O O




How to set up a meeting (skip circulation/whether confirmation of minutes is
required)

<Setting example>

When handling convocation notices outside the system and using them for creating minutes — sending — requesting electronic signatures

g

fER 20— REBAWERL BEEAEE HERIROIE BRI A

@ o0— (] L]




(Supplement) If it is a custom conference, please edit it from "Custom
conference management”

Can be set in the upper right settings menu > Meeting Setup > Custom conference management
Please adjust "Yes" or "No" in the custom meeting flow field.

< Edit a Custom Conference @ Delete this meeting

Meetin: es
Meeting Setup atyp

Regular meeting flow

Meeting Setup

Custom Conference Add a past
Managemem Creation flow generally meeting

Agenda collection

Creation of -
template ‘
g convocation notice LJ

Proposal template

Circulation of

Proposal number setting comocationnolice
3 5 Circulation of
Meeting notice and :
minutes

minutes template

Formatting Minutes must be —
checked =
Email Templates
Electronic

signature of
minutes



About conference
management
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Overall flow of holding a meeting

In this chapter, we will discuss the two conference “boxes” that can be executed using the
michibiku system.
We will provide an overview and explain the flow of each process.



Two conferences that can be held at michibiku

The michibiku system allows you to hold two types of meetings:

This is a flow for creating convocation notices and minutes on the michibiku
system, circulating them, and supporting electronic signatures. It is also
possible to upload and circulate PDF data created in another system such
as Word.

Create a new

meeting

*Hereinafter, in the section explaining the meeting flow, it will be
referred to as "normally held".

This is the flow when the notice of convocation, creation of minutes,
Add past circulation, and signing and sealing of the meeting have already been
meetings completed outside the system.

Past materials can be uploaded and managed centrally on michibiku.

*Hereinafter, in the section explaining the meeting flow, it will be
referred to as "past addition”.



Meeting flow (overview)

Meetings at michibiku are held using the following five flows.

@ Event
overview

@ Recruitment

notice

® Meeting
materials

@ Minutes

®) Electronic

signature

First, create a conference box that will serve as a "label."

You can choose to create it using the fill-in-the-blanks/editor method on the system, or
to upload a PDF of the convocation notice that has already been created.
*When adding past meetings, uploading the convocation notice is optional.

You can upload meeting materials, adjust viewing restrictions, and link them to
the agenda items listed in the convocation notice.

As with the convocation notice, you can choose to create it using the fill-in-the-blank
editor method on the system, or upload a separately created PDF of the minutes.
*If you want to add past meetings, you must upload the PDF.

Finally, we will support electronic signatures.
*If you add a past meeting, it will be completed without adding an electronic signature.




What you can do on the meeting materials screen
and how to upload them

This chapter explains how to upload meeting materials and other things you can do on the
meeting materials screen.



About the meeting materials screen

For each meeting, you can upload materials to "Meeting Materials" and store and share them.

<Upload conditions>

Number of files: 20 files/20MB limit per meeting

You can add +10 files as an option, and expand up to 100 files.If you wish to expand, please contact Michibiku.

Supported files: docx, .xlIsx, .pptx, .pdf, .zip

For users to preview on michibiku, "PDF" is recommended because the display is less distorted.

You can upload the event summary until the minutes are finalized. Please note that you will not be able to upload if you proceed to electronic
signature.

O O O O O O O O

<Main things you can do>

[Admin]

Upload meeting materials

Linking proposals to meeting materials

Possible to link to the agenda stated in the convocation notice

Granting viewing restrictions for each document x user

It is possible to set restrictions for each document, such as "O O officers can view and download, but other officers can only view."
Confirm each user's documents/download status

You can check the date and time whether the document was opened for each document x user.
[user]

Viewing previews of meeting materials and writing notes

Open documents in Preview and add text or freehand notes

Download meeting materials

O O O O O O O O O o0 o0 o0 o0 o



About uploading attached documents (1/5)

After the meeting is held (after the meeting is created), you can upload meeting materials as appropriate.
Materials can be uploaded from the time the event outline is created until the minutes are finalized.

Sakurai Shoji

@ Click “Meeting Materials”

[ Meeting materials

& Agenda @ Select which document to upload, Japanese or English version.

< Meeting materials
E_‘P Audio Transcription

o4+ Attendance Upload

= management

Upload attachments

@Click Add

i Event Outline Jopsiese Epoth --m

Recruitment o=
Notice Email

Filepame  stats E=aci=] File size File update time

O



About uploading attached documents (2/5)

Add meeting materials.

X
G @FEmail Setings @ cmeion,
Amo-hed document sample
©_20240311022125.pdf (%]
( \ [ 501KB ]
Drag and drop files (up to 20 MB per file, up to 20 files, up to 500 MB can be uploaded at once)

K Add File j

<Procedure>

3 @ Select the material from “Add file”
' @ Check the selected material
® Select “Next”




About uploading attached documents (3/5)

Set viewing/download permissions.
(@) 2 senetiny s T 3 Email Settings ®

Please set the viewing permissions for the meeting materials for participants. Participants with a v will be assigned the permission to view/download the corresponding meeting

materials.

full name

Repr
Sakurai Asuka

Register

Director

XXyama Ako

Audit & Supervisory Board ...

Audit Saburo

Cancel adding meeting materials

tive Director an...

Representative Director an...

©)

Back to Adding Meeting Materials

to the next I

a
@ Attached document sample..
View download

<Procedure

@ Enter [%4 the participant to whom you
want to give authority.

@ Select the grant of viewing/download
privileges with [%4.

@ Select “Next”




About uploading attached documents (4/5)

In step 3, set up email notifications and complete the addition of materials.

[0) Add meeting
— materials

@ O

@

full name

Representative Director an.

Sakurai Asuka

Representative Director an...

Register

Director
XXyama Ako

Audit & Supervisory Board ...

Audit Saburo

Andit & Sunerviean: Raard

Cancel adding meeting materials

Viewing
7 permission ...

email address

a.sakurai+001@michib...

testtesttesttest@michib. ..

a.sakurai+007@michib...

a.sakurai+014@michib....

Return to Viewing Permissions Settings

@) Email Settings

If you want to notify participants by email, check this box. Once you have added the @nw \

a

X

@ Addition
2 complete

subject *

[michibiku] Meeting materials for Sakurai Trading Inc. have been added

This article *
Sakurai Trading Inc. of Test Meeting Materials have been added to.
TSR )14 _20240311022125 pdf

Please log in from the URL below to check the added materials.
%%URL%%

\-XThis email is sent from michibiku at the request of the Sakurai Trading Inc. J

*Please do not edit the "%%URL%%" part as it will be converied {o each user's access URI when

sent

<Procedure>

@ @D Puta next to the participants who will be
notified by email.

@ If you want to add/modify the subject/body,

you can enter it directly.

@ Select “Next” to complete adding materials




About uploading attached documents (5/5)

Once the upload is complete, you can view the file by selecting the title.

[]  File name status SFFEE
Choose a file
[] @ Attached document sample @_20240311022125.pdf Uploaded

[[] @ Attached document sample @_20240311022125.pdf Uploaded

1Click on the title to view the document

*You can also change the list order of the materials by clicking on the
blank space next to the title and dragging and dropping.

ile size File update time

Selectl---] (three dots) to download,
delete, view, and change
viewing/download permissions fa# £ileSws: s o

Download file

501.4KB 2025/03/2§ 1!

Delete File
View file
File addition notification
Changing the file limit

Linking to agenda items




(Reference) How to view the user's meeting material confirmation status

On the "Meeting Materials" screen, the "Upload" tab and "Confirmation Status" tab will be
displayed.
Click the "Confirmation Status" tab to view the confirmation status of meeting materials.

< Meeting materials

/ Click the Verification Status tab.

You can view the confirmation
status of meeting materials for each

Meeting materials confirmation status

Japanese English .

user and material.
full name Document Name status
Representative Director and Attached document sample @_20240311022125.pdf Unopened

CEO
Sakurai Asuka Attached document sample (©_20240311022125_pdf Unopened




Create a new meeting
(regular method)
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Create a new meeting

This chapter explains the flow of holding a meeting using "Creating a new meeting".



Flow of "Creating a new meeting"_Creation~Entering event summary (1/2)

To "Create a new meeting", click "Create a new meeting" from the top right of the meeting

list.

=1 =

EESS

a=F (2=




[FLWREBZ RO RN _1FR~FREBIED A 51(2/2)

First, enter basic information about the meeting on the event summary screen.

@ Click when you have finished
entering the information.

) . Meeting : Proposal « .
Sakurai Corporation Conference List Management Meeting Analysis  Effectiveness Evaluation Management B ¥ laiAsuka

=

e New conference created Save Preparation of recruitment notice
[ou] Materials
S Agenda
[ Audiobook Kikoshi Types of meetings Meeting details
2+ Debt management ] fypes ot hoatd of DReckors Opening place @ Enter the required information
Board of Directors Regular board of ... ® AEEEE
Ol sumey Type of board of directors meeting: Select regular or extraordinary
Head Office Meeting Room ~ ” N 4 &
Recruftment Notice Meeti -Meeting name: The name displayed in the "meeting list".
eeting name . .
9 You can enter it freely, but you cannot change it later.
Minutes Address of the place of business *
Meeting Name = ¥ ) . )
sgnature e b o et et ek o o o i e Venue: Specify the “real” location where the board of directors
B —— meeting will I?e held. Even |.f everyor}e is participating online, you
Yyyy/mm Regular board of directors \ need to specify some physical location.
-Address: Enterthe address of the event location.

-Web conference URL: Optionally enter the web conference URL.
-Event date/time: Specify the scheduled date and time




"Create a new meeting"_Until sending of convocation notice (1/7)

Enter the date of sending the convocation notice, and add the items to be reported and the

items to be resolved.
Edits will be reflected in the preview on the right.

Once you have finished
N entering the information,

Conference List  yanagement  Meeing Analysis  Effectiveness Evaluation  anobCoes

4 you can click "Proceed to
Preparation of recruitment notice Save = = [ 1]
s P select destination” and
S seee - = move to the sending screen.
[ Audiobook Kikoshi Recruitment notice delivery date — .o

2025/03/23

Additional reporting items

Notice B
tes

+ Additional reporting items

Additinnal reenlitinne

You can click to transition to each
status screen displayed in black.



"Create a new meeting" Until sending of convocation notice (2/7)

Add/edit report items in the Add Report Items column. The same goes for resolutions.

FREBEDIEM ' BEFHLAEFRORFEEANSE

IRELIE
e

"A/ You can select a template from V¥ and it will be reflected in "Edit

REBETER

report items"

BEREZRE

Press “+ Add report matter” to call up the report matter form.

+ WEEEREEN <

(The same applies to resolutions)

REBE

REBETER

REBEEER

RIRREREDH

PR ESEOESIRR O

Witcxd 9 BIREARIE SN
BEHEEEEDM

HERRIFEITET SEEAOZRBEDMF
EBRNTRRIME DM

J—R— bk« ANF P RICHTZBIE

REBHHI S AT LOERRRIRE DM

<About templates>

Example: "Monthly financial report matter"

4 _,The text "Monthly report for MM, YYYY" will be reflected in the
"Edit report items" field, so please make manual corrections as
appropriate.




Flow of “Create a new meeting”_Up to sending of convocation notice (3/7)

From the "Change display order" button on the right side of the report items,

You can change the display order of report items and resolution items on the convocation
notice.

ERESESBIHODENM RFRBELAREX
v from this button
Report items — Discussion items — Resolution
IR - DA B sadd B RN 2 R .
3. HiYHIHE Homs . : : S
SR Resolutions — Report items — Discussion items
HAWE GRITEE) O You can change the display order, such as

e

202242 H BE B RS O



"Create a new meeting"_Until sending of convocation notice (4/7)

After adding an input form field, it is also possible to input directly into the editing field without selecting a template.

Q
RESIE
RESIaTEIR v
2) Do not select a template and
TOERENERNSEIE <¢—— directly enter words such as
"Other necessary matters" in the
edit field.

+ REZEZEM |« 1) Click “Add resolution” and add a form field




“Create a new meeting”_Up to sending of convocation notice (5/7)

Meeting materials can be uploaded from the "Meeting Materials" button on the left bar.

If you transition without saving the edited convocation notice, the edited contents of the convocation notice will be
reset.

Don't forget to save the draft and change the screen.

m AR 2H-B

=

O sman BEEM DI TEERE

© %’%?
(OF: -/ v

BEEMETE

beSp=Ny BE &N

2022/03/15

REBIHDENMN "\ BEFAEABFRORREEANGR ——

+ WEBEZEN

FREETBIEDEN 1. W5 2022603 /129 F (X 1) 1215005 ~

2. T AN 2R

+ RESEZEN

You can upload meeting materials from "Meeting Materials".
Save the convocation notice as a draft and then proceed to the screen transition.




“Create a new meeting”_Up to sending of convocation notice (6/7)

Once you have finished creating the convocation notice, edit and confirm the email content and
destination, and send the convocation notice.
Please note that members who are not included in the email destination will not be viewed.

HispasE

"

B et < I!E%iﬁ%ﬂx—}b’&ﬂfﬁﬁ?é

im% You can return to editing
R the:e@nvocation notice.

&>
HRARUHTR - RFERBEENEEHLVELET

A
BREM
BENETY.
B SEEEERORMSEE CCENET.
REDED, WHREZHENVEUETOTBREEN A VEUE
;:DU)’J;V)m‘\ch\b\ku(ZD’jf\/u RBEZTHRO L, JHE<
AL

HRENRNEZABLTHOFIN. CHRICEEEEL. EEL. %%OERH
BURULTZEL,

e [ @ After confirming the email
E content and destination, click to

send

@ Edit the subject and body of the

BEE (X—JLREE) —&E

=74 A=)LT RLR

email as necessary
Please be careful not to touch the text
"O/OO/OURLO/OOA)"

@ Check the destination of the email
Please note that if you do not check

the box, you will not be able to view
it



“Create a new meeting”_Up to sending of convocation notice (7/7)

When you click "Send convocation notice," a confirmation screen will pop up, so enter the
confirmation deadline and click "Send" to complete sending the convocation notice.

BERBEHMDEEZLETH ?

—BiIBEENEXET DL BEEHND

BENTERIRDET, XERITHER

T\ AEFEORWED(CLTL EE

Gy,

FBAUIINIE. FEREAREAD LT,
LEE] #HHUTLIESELY,

2022/03/15

Fr>l

> |

@ Enter the confirmation deadline for the convocation notice

@ Click “Send” to complete sending the convocation notice
If you want to return to editing the email text, click "Cancel”



“Create a new meeting”_ Up to sending of convocation notice (7/7)

After the convocation notice has been sent, you can view its read/confirmation status.
In addition, you can move on to creating the minutes without waiting for everyone to open

=5 3 .
O 2 Wz H R RN) Click to go to the
) mumz minutes editing
SR FERIRIR screen
20224F03H15H %Dmgé igiéﬂ]

e e P— Click on the blue text
b Reminder emails can be
sent
el s <Supplement: There are 3 types

of status below>

*Unopened: Email unopened
*Opened: Email opened

* Confirmed: Confirmation of
convocation notice completed




[m ]

Flow of “Creating a new meeting”_Up to sending minutes (1/5)

%‘i

When creating minutes, you can edit the minutes. Once you have finished creating
everything, move on to selecting the destination.

e

BAfEREE

BB

£

FHRBIfE

SB—5

RO

SHEDFHM
B
HEREE

BRMEISRR PR

HEREEEREER6-234 2FE)L2F

Web&ZURL

2222222222

BatARSRE~ HETESRE

SMELRRR

R & SN

RFREUHE BT it

Once input is complete, move to

e 2xifdisk

\ the send screen

Click "Save Draft" to save the input
contents and move to the meeting
list (top screen)

Edits made in the editing area will be

reflected in the minutes preview on the
right.



Flow of “Create a new meeting” (Supplement (?)

You can edit the participant's attendance location in "Participant Attendance Status”. If you
remove the v/ mark from the attendance button, the system will treat you as "absent," which
will be recorded as "absent" in the minutes, and you will not be eligible for electronic

S SMEHBIRR
R 23
famER TR

Elva)3

BAE

A

If you remove

ERREDOS G EZIRSE

v/, it will be ks M

“absent”.

el = |

BAE

1gith
TOAh

Click "Edit" to edit the participant's participation location. If you have made any
edits, click "Save" to save them.

Private home: Used when participating from a private home via the web, etc.

On-site: Used if you participate in real time at the venue listed in the
convocation notice.

Other: Used when participating from a hotel on a business trip or a remote
conference room

(Supplementary note) If the event is held from a distance by electromagnetic
means, it is recommended to include a summary of the location.

Therefore, by editing this field, the entry will be reflected in the minutes
(example below)

Web2ii o AT L TOHEHERUTDME Y TH 5.

REGR  FHHE AL




Flow of “Create a new meeting” (Supplement (®)

Editing minutes is basically the same as editing a convocation notice.
At this stage, template selection is not possible and only free input can be added.

= 2 The display order of report items/resolution items/discussion items
BEBEDEN REGELAEX
can be changed.

s e You can freely edit the title field of the report item.

EEDBACED, BBROO00ONS, YYYYEMMADA

T mommcsoEmznz. lf——You can freely edit the text section of the report item.

FLEBFOOBEAMERD, BIEEALOBAADEMER 4

JRp— Click to add report form

PRERBIEADIEN

BEEE (GRITRER) off

I <¢— The above operation is the same for resolution matters.
ﬁﬁig;fgtfgﬁnﬁbmmﬁngoﬁﬁﬁiﬁnu
000000000000000000000000 - a

+ REZEZEM




Flow of “Creating a new meeting” (Supplement (9))

You can expand the input area by dragging and dropping the lower right part of the input

area.
Expanding it as appropriate will improve the convenience of input work.

%)

SEEhE RITRiS) oft

EELD. ROESDETHSOREBICLIDERFAERTVVEVLEDRAN D>

ozt

F/z, EEFEEUT. 000000000000000000000000

& HETHARSRB B SN

BRNTOEBEZES(CE2ETS, FAERGBE ZEOTRRESDER Drag and drop this
SREREZ. 4 |€— area to expand the
input area




Flow of “Creating a new meeting” Up to sending minutes (2/5)

Once you have finished creating the minutes, edit and confirm the email content and
destination, and send the minutes. Please be aware that if you do not include it in the
destination, it will not be viewed.

N SR -

After confirming the email

: / content and destination, click to
FRp— < BEFEA-LEERTS TEERE send
== Click "<" to return to editing the minutes.
s A—ILRE
O sz EEED
‘ e IR el

o HREUTR - DR LET

~__ Edit the "Subject"” and "Body" of the
email content as necessary.

AX*

REDED. FRRADTONE UBRHEROESHR R LE LD
TEHLZLET.

ROU>H&DmichibkulcOF1> L. ZBR. ZEH. FEEE
RATEVEUESBRUMT < S,

%%URL%%

BEULNETBBBTIN, ST, LBUBRBVRLLESET.

HERENRYEZBBELTHOFIN, THACEBEZEL. RRU. %%OEH(H
BULBLTIEEL,

Check the email destination
— Please note that if you do not check
B here, you will not be able to view the

page.

EIE% (X—JLEER) — &

=74 A=JLT RLR

“ ta.watanabe.0824+0401
E ;
P S @gmail.com




Flow of “Creating a new meeting”_Up to sending minutes (3/5)

When you click "Send Minutes," a confirmation screen will pop up. Enter the confirmation
deadline, then click "Send" to complete sending the minutes.

> |

BB EROERIRAZEEFUE
IhH?

RHAREASDLT. [LXEE] ##8UT
<fE&ELY

2022/03/115 &+ Enter the deadline for checking the minutes

_ Click “Send” to complete sending the minutes.
E AT | you want to return to editing the email text, etc., click
"Cancel"

Fr>l




Flow of “Creating a new meeting” Up to sending minutes (4/5)

After the minutes have been sent, you can view their opening/confirmation status.

HARERE

[ s ERBPDBESER
) P
i REEA
Q mws
Ik 2k gk
PAfE AR 20224703 F 20 FI(JBiE ) 12850057 ~ 1385005

BARESAT  AIE S
i

HE#

ABOREO EHR T Z O

BEREEETS
TERIRIR

shea BER s
REmAEE (55
;Eigﬁﬁﬁ *Eas

aEn *B3s

QRTAEH AR

RS <—ifﬂﬂ_

ke

ESEs]

In the initial settings, you

4~ cannot proceed to

electronic signature until
all board members have
confirmed the minutes.

<Supplement: There are 3 types
of status below>

*Unopened: Email unopened
*Opened: Email opened

= Confirmed: Minutes
confirmation completed




Flow of “Creating a new meeting”_Up to sending minutes (5/5)

Once all officers have reviewed the minutes, proceed to electronic signature.
*When you press "Proceed to signature”, the minutes, comments, and meeting materials will be locked
for editing. Before proceeding, please double check that there are no omissions in the minutes or

meeting materials.
SEREEETS ¢

Once the minutes have been confirmed, you
will be able to press "Proceed to signature™

You can check comments received from officers when checking the
Egpﬁ:ﬂ @ minutes.
mEVM Receive comments and replies,

- If necessary, please revise and resend the minutes using "Edit the
shes ==5 =1 minutes"
KEDFEE (ER) B 82
BH5TH -
EEE aa = &
TTEARB RisfE

0 If you affix your seal without using an electronic signature after
EEE F3= . : confirming the minutes,
EE—H = You can switch the flow from here (upload stamped PDF/completion

flow)



Flow of "Creating a new meeting" Electronic signature (1/5)

Drag and drop the electronic signature image (circle) in the electronic signature settings field
to the designated location on the minutes to configure the electronic signature settings.

@ bl £

EBAIREEE TEERE

@ Drag and drop the electronic

BFELORE ) _ ) . .

wronimess. -ommosenn,  SigNAture image (circle) in the

DZFIDEDRHC RSy I&ROYTUT, #HEITS - . . . -

mERELT e, electronic signature settings field on
ninan the right to the corresponding

signature field in the minutes.

Once everyone has completed the
electronic signature settings (drag
and drop), proceed to the next phase.

*We recommend "Chrome" or "Edge" as the

browser when supporting electronic
signatures.




Flow of "Creating a new meeting" Electronic signature (2/5)

After completing all electronic signature image (circle) settings, you will be able to send
signature request emails.

@ Once you have finished setting everyone's
electronic signatures (drag and drop), you will

g be able to click "Send signature request email"
TESRF - i :
in the top right corner, so click to proceed to
send.
B If you only want to save it temporarily and do not
BFERDEE want to send it, click "Save Draft"

ITFUZX RAICHD. T —OBEIMRY > =ZEEiR
DEZBIOEOIRC RSYIROVIIUT. #||HT3
RIEERJ/ELTLIIEEN,

|4



Flow of "Creating a new meeting" Electronic signature (3/5)

By entering the confirmation deadline and clicking "Send," an electronic signature request
will be sent (circulated) to each officer. This email will be an automatic message similar to
"Create a new meeting".

BREEAA—LERELET
2

EBLMGEERET D LESROEENT
ERLRDFET ., BEFBELERIEY D]
([CENHE S ([CERNBHEERZEITL. EIED
BROEDCLTLEZZN, LB UITNE
. HEREARE A LT, [X(E] =38 U
TLIEELY,

FERAAIRZEIR @ Enter the confirmation deadline

Fr ot @ You will be able to click “Send”, so click it.




Flow of “Creating a new meeting”_ Electronic signature (4/5)

While the electronic signature is being circulated, you can check the status on the electronic signature screen.
Once all the officers targeted for circulation complete their signatures, we will proceed to the next phase (completion process).
*Signature requests are valid for 90 days. Please note that if you do not receive a signature for more than 90 days, it will be

invalidated and you will need to start over with your electronic signature.

=1

:4— Can't click at this point

L S T

Bty 9y HZHAAR : 2022-03-
22
; ®
S8 =52 =
==

(LIS D (HE =
ey o | EEk Signature status becomes

e — “circulating”



Flow of “Creating a new meeting” Electronic signature (5/5)

Once all the officers targeted for circulation have completed their electronic signatures,
complete the process by "Finalizing the meeting and making it uneditable." After that, you will
no longer be able to modify the meeting.

i

SHERTEUCRECIRVNESCTS

® Once the electronic signatures of all the officers to
¢— be circulated have been completed, you will be able to

click on it, so click "Finalize the meeting and prevent
HEZHEARR : 2022-03-

editing” and complete the process.
FERIRIR o

|

oF

R—TE ORI B8

i

AL T2

‘ 2EDEENTTUELE |

eI

=

RERFER (ER)
BAPRE

QEBLFEH

<¢—— Once the officer signs, the status will change to
“Signed”



"Create a new meeting" Status display after completion

After confirming the meeting, the following status will be displayed on the "Meeting list".
At the same time, each officer who signed electronically will receive an email with a PDF file indicating that the signature
has been completed.

No. REAM ARF—IR FMERE BEEA (XTH) =5k (FER) EFEA

3 20224028 ESISEHS S SEEERM 2022-03-05 2022-03-06 2022-03-12 2022-03-05

In addition, the ““report items", "“resolution items", and ""discussion items" finalized at the meeting will be reflected in the list
of agenda items, allowing them to be managed and accumulated.

g AFRAE A5 EEE—

{IRBE—K
ExcelT—E%4D>0—K
No. AFBI 1= ] =2 nE RF—=H R
1 STYATL-VEE EES YYYYEMMAEAR FEEOEACED. BHEO000NS, YYYYEMMADAR weE

REHEDM RECDNT, BIKOBRIC K DI|EN RSNz,
GREDIE)



(Reference) Editor function at the board of directors

This chapter explains the editor function in the board of directors.

*Not yet available for use by the Board of Corporate Auditors or the Audit and Supervisory
Committee.



Regarding the editor function at the board of directors meeting

You can use the editor function at board meetings.
It can be used to edit convocation notices and minutes.

It is also possible to use an editor for convocation notices and upload PDF minutes for meeting
minutes.

SEBROIERY
B>+ AN - NotoSerifdP v+ — 16 4+ B I = = E = = = ¢ AHFEDEA &
>
ISR 2 g 5
HE 20244F4F 14 H (H# H) 1085075 ~ 1180753

FIESFT  AIERHRE
RS ES A XMERTNT B23%45 FEH L 2F
HiEH R A et

e



Switching the creation method

You can switch the creation method from "..." in the menu on the right.
FERE
B
|
5k -
0757 ~108507 5>
L,

3%4AS REFEN2F

#EMABRE] T7 59— IR

PDF77w J0O— RAYER

When you click "...",
Select from the different creation methods that will
be displayed.



Editing in the editor function

You can use the following functions in the editor function.

BB DI

® @

RETFRD -

Noto Serif JP -

@ @

16

L]
il
il
iii
i
Jl
-

2023%E12A15H

BEEN
HEUHS A X MERTNT H23%45 REF L A2F
TWHD#AR R

FEE R mERE
HE B TETETCHEOC L L BRUHL LT R,

T, TLOEBYRMERREMENLZLETOT, THF LI VET XS TEHIFL
EiFEd,

e
Es

1. HEF 2023412 A 15H (£#H) 178535~

TEERE REEDERNA

@ IEHBHEDEA

©)

You can use the following
features:

@DText style

@Font

®Font size

@Bold, italic

®Placement

® Bullet points, numbered lists
@ Insertion of purpose item
(agenda item) input field
®Preview display

©@Switch to PDF upload method



Insert purpose

When you click the "Insert agenda item" button at the top right of the editor's editing screen,
an input field for the purpose (agenda item) will be added to the area where the input cursor
is displayed in the input area.

*If you would like to add objectives other than reporting, resolution, and consultation, please

IERFEEDIEA
4 N
RSB
Click “Insert agenda item”
REEIE e Enter the target objective (agenda item) in the input
area.
You can add input fields
=R
\. J




(Reference) PDF upload function for board of
directors meetings

In this chapter, we will explain the PDF upload function for board of directors meetings.

*In the case of a board of corporate auditors or an audit and supervisory committee,
Please select "Upload PDF and create" from the new creation stage.



Switching to PDF upload method (1/3)

If you would like to create using the PDF upload method, please do so from the icon on the
menu on the right.

TEER"E

J T TP

E 2

oo
oo

0753 ~10[K507 57

3%4AS REFENL2F

When you click "...",
Select from the different creation methods that will
PDFY7yy 00— RYERY be displayed.

sEIRERME L7« J—TIER




Switching to PDF upload method (2/3)

A confirmation pop-up will appear, so click the OK button.
Please note that any edited content will be deleted.

I+ DEENSTZEHL
FIh?

OKZifg &, I Y TREULABE
ESHLEN., EBOPDFE=FE(CT
v 7O— RUCTRBEBNE/ERT S0
— (DB DLDET.

N When you click the "OK" button,
bk “ Switches to PDF upload method.




Switching to PDF upload method (3/3)

Switches to PDF upload method.
If you want to switch to another method again, click the "..." icon on the right menu.

BB DIER TEEEE

PDF&E 7Y J0O— RUTHER . )
PDFA' 7w J0O— RENTLEEA

€

I7OVERSYZ&ROyT

When you click "...",
You can edit with editor or
switch to normal method.

T7AIEEM

BEEMRMAE

30 ]=]

2024/07/03



Upload PDF

You can upload a PDF on the convocation notice upload screen or minutes upload screen.

FAMERBH AR

il

e REBHDIERL TEsRE

memE BDFEPE 0Lt PDFATy FO— R&ENTLEEA
i REEm R
BER o
- Upload the created convocation notice or minutes PDF
o (A4 portrait only)
J7AIaEh
BEEMESE
AT E
-l For convocation notices, enter the scheduled

sending date.



Deleting uploaded PDF data

Uploaded PDF data can be deleted by clicking the "X" button.

SR RAE AR sn-B  (RFE-E

app— BEBHDIER FRERE

s PDF%Z7vw2'0— R UTHERL
&M {FRLR

BSESVWETIITE

* You can delete the uploaded PDF by
clicking "x" and re-upload it.

Please note that once you move on to
the next phase (minutes), you will not
be able to delete it.

ﬁ I ERRERH_{EY > T)L.pdf
73.6KB

BEEMRTE

BE*

2022/10/02

A



Add past meetings




Add past meetings

We will explain the flow of registering past meetings using "Add past meetings".
By registering a meeting that has already been held and the materials have been confirmed,
Materials can be centrally managed within the michibiku system.



Flow of “Add past meetings” (1/8)

To perform "Add past meetings (add past meetings)",

Click "Add past meeting" from "..." on the right side of the meeting list screen.

@ = e

-) B ersen

@Click "..." and select "Add past meeting"

BEOERFEREZIEM




Flow of “Add past meetings” (2/8)

First, enter basic information about the meeting on the event summary screen.

Click "Save Draft" to save the input contents and
move to the conference list (top screen)

Hiaibafe
» @ After entering the required
Ty FUWRBELER waee |RESLUN @~ information, proceed to the next
Omesx @@ step by clicking on “Create
o p—— —— convocation notice”
:j‘ i SRS St @ Enter the required information
v v ERERHRS v FERHEE

Meeting body: Currently only the board of directors can be selected.

[y Type of board of directors meeting: You can choose either regular or

SEOSH extraordinary.
SERERR |1 AU XXX XK LXF Conference name: Any name displayed in the "Meeting List". You can
sme enter it freely, but you cannot change it later.

Venue: Specify the “real” location where the board of directors
meeting will be held. Even if everyone is participating online, you
https:// need to specify some physical location.

Address: Enter the address of the venue

Web conference URL: You can optionally enter the web conference
URL.

Ll Event date/time: Specify the scheduled date and time.

A
yyyyEmMmA  EREHE R Web&HURL

BAfER*

BAfERS RS-

00:00 00:00




Flow of “Add past meetings” (3/8)

If you decide to upload the convocation notice, you will be redirected to this screen.
Please upload the convocation notice PDF. You can also upload meeting materials from here.

R

BEEHDIER
You can upload meeting materials from here

(=

© mrg=

noData

Er P N P a— Upload the created convocation notice PDF

T7AIZEEM




Flow of “Add past meetings” (4/8)

Preview the uploaded convocation notice PDF and complete the process.
Please note that you will not be able to re-upload from the next phase onwards.

B ® Check the
iy preview and if there
i BEEBHIDIER e~ | €— are no problems,
_— click "Complete
igg;@ﬂ B PDF%&7v I O— KUTHR: Uploading
Convocation
nee SREREE Notice"
X

HRESRE R ER6-23-4 ZFEAF
P HRSE
REDFE FHESR
ERFRFFRS BERM
FE BTETETIMEOI L LBEUR LETFET.

ET. TROLBYDRBRLEME N LETOT, JHMEEWETIS S

. You ean delete the uploaded PDF by
L. i? :0;154&215 (£ME) 15850053~ CIiCking "x" and I'e-up|Oad it-

= St 5 — (WEB&MEURL : https://hogehogehogehoge)
s 577 o Please note that once you move on to

Fliave the next phase (minutes), you will not
et U4 NAREORREE DM .
be able to delete it.




Flow of “Add past meetings” (5/8)

A confirmation screen will pop up to confirm that the convocation notice has been uploaded,
so click OK. A reminder announcement to create minutes will then pop up.

BREHOT7YIO— K&
EULEITH?

—EREENO7Y TO— RERET D
& BEENOREN TSRS

Yo BEERICHEREATL. EEDR\K
SlLT =LY,

£BZLNE. TOKI ZRLTL S
(A%

@ A confirmation screen will pop up, so click “OK” to complete, or

Al - | T— “Cancel” to modify (re-upload).

v

BBRERODER S

BEOESRCH U TEFBAETES
Hh, [BRENFEF] OEEEDH
7y IO—-RUTLIEEL,

SHIDAYTZ—ZHEFRUR

A pop-up message will appear, so check the contents and click

B+ oK

If you don't want to display it anymore, put a v in the checkbox.




Flow of “Add past meetings” (6/8)

Upload the created (sealed) minutes PDF.
The process is the same as uploading the convocation notice PDF, but this step cannot be

omitted.

ARk

— BRI
© megs
) p— PDF&E7Y 70— KRULTHR I
Q mwm
s, om0 | (@) Similar to the convocation notice, upload the created

minutes PDF
T7 A &iE




Flow of “Add past meetings” (7/8)

Preview the uploaded minutes PDF and complete the process.
Similar to convocation notices, you will not be able to re-upload once you move on to the

next phase.
Xl e

O smEn SEREBHROEM
s
© BEaEn PDFZ7Y 70— RUTHER
I
O mHs cD

Yqu can delete the uploaded PDF by
clicking "x" and re-upload it.

Please note that once you proceed to
the next phase (confirmation), you will
not be able to delete it. *

mEEEEER KRY>T)L.pdf o
542.9KB

@0 Check the
preview and if there
L el @ are no problems,

: click "Complete
Uploading Minutes"

RRERLEER

OREOOHOTOBOS hogehoge &L ORF
hoge (RERBBRERE)

BEG hogehoge

hogehoge
KM BUEE hogehoge

ERo@RoMNR UL OER

LR T AEEORE
B, REMBE hogehoge KEMDOES < XV BEL %D, METELA,



Flow of “Add past meetings” (8/8)

Once all uploads and contents have been confirmed, proceed to the confirmation process.
Once a meeting has been confirmed, it will no longer be possible to modify it. In addition to the contents of the
minutes, please double check that you have not forgotten to submit any "meeting materials."

BERO7ZYIO—FRERT
ULTSEZEELEIH ?

—ELEEHETEIDE. EBROREN
TERLRDET, BEAICHERET
L\ AEEDRNES(CLTLREL,
LB3LIFNE. TOK] ZRLTL R
Lo

@ Finally, a confirmation pop-up screen will be displayed, so
Fv>2otb “ if there are no problems, click “OK” to confirm.
Click Cancel to re-upload the minutes.




"Add past meeting" Status display after completion

The status display for "Add past meeting" is as follows.
The upper row is when the convocation notice is omitted, and the lower row is when the convocation notice is also

uploaded.

Please note that "User meeting viewing settings" are required to allow executives to view past meetings.

For instructions on granting viewing rights to users, please see here.

No. DIELH

5 2019128 ERIFEFHIS S

6 20195128 FEFEFHIES

AT—HA

REEER

SEEER

FHERIE

FAN P o4

BEEA (XTH)

=5k (FER) EFESL



List of agenda items
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ltems for discussion

This chapter explains the flow of viewing and downloading the ltems for discussion.

48



How to check “ltems for discussion” (1/2)

From "ltems for discussion" on the menu bar, you will be redirected to the Agenda List
screen.

Meeting
management

Agenda

Effectiveness evaluation management

Meeting list

Task list Items for discussion ritten resolutions Registration

Board of Directors Meeting

Click “ltems for discussion

50



How to check “ltems for discussion” (2/2

After the transition, a list of items for discussion will be displayed in table format.

List of items for discussion

Board of Directors Meeting

No.

Meeting name

Regular Board of Directors
Meeting

Management Meeting

Management Meeting

Item

Report ltems

Report Items

Resolutions.

Subject

Regarding the progress status
of the XXth medium-term
management plan

Implementation of year-end
dividend for the Oth period

Click "Download list in Excel" to
download the list of agenda items in
Excel format.

Download lists in Excel

Contents =  Agendadocuments Event type = Date =
Regular 202503113
As designated by the chairman, Director OOOO has reported on the progress of Regular 2024112127
the 0th medium-ferm management plan using attached materials
The outiine is...(The following is omitted)
Regular 2024112127

Regarding the year-end dividend for the Oth fiscal year, the Chairman has informed
that, taking into account the expected performance for the full year, the shareholders
listed or recorded in the final shareholder register as of MM/DD, YYYY, based on the
provisions of Article O of the Company's Aticies of Incorporation. Or, an explanation
was given to registered stock pledgees that they would like to pay year-end dividends
as follows.

Atthe same time, it was explained that this could be implemented within the limit of
the distributable amount stipulated in Article 461 of the Companies Act

When the chairperson asked the floor for approval or disapproval, the bill was

M ed as originally proposed
REx v
If there are many characters, they are

~ hidden, so
Click "Read more" to expand 51



How to filter agenda items

It is possible to narrow down the agenda items.

Meeting nam

= | = Subject

Filter by meeun g name

Q_ Enter keywords

Can

cel

aaaaaa

mmmmmmm

Click this button next to each item name to display a
search window.

53



various functions




Meeting materials related

92



Linking agenda items and materials

This chapter explains how to link agenda items and materials.



Linking agenda items and materials (1/3)

You can link agenda items and materials on the meeting materials screen.
Click "..." and click "Link with agenda item".

7V RF—BA EEIEH IT7AILTAX

B MIERY > TILD.pdf 7w F0O— REH 501.4KB
JrAILESD > O- R
B AMEERY > TILD.pdf 7y FO— RiEdH 8.6MB

J7 A EHIR
B FMIERYTILG.pdf 7y F0- KiEdH 29MB  IT7AILERR
4 7 A ILOHROEE
B RMTERY> FIL@.XIsx 7y I 0— K& 11.9KB
FHIEE OIS
0 RMEERY > TILG.Zip 7w 70— Ri&dH 42.3KB

Click "Link with agenda item".



Linking agenda items and materials (2/3)

A list of agenda items will be displayed, so check the agenda item that you want to link to the
document and click the "Change" button.

BREHE DT

ATERY > T )LO. pdf

(SREFE] 2023658 RREBEDHS o
EREFE) EREHRTFRRBEDLE | want to link it to a proposal
CREBIE] A2EE RTHE) OfF Check the agenda items.
UREFIR] 3hESBEHE (RREEHE) KBOMH

- After checking,
TRk l‘ Click Charlge




Linking agenda items and materials (3/3)

The changes will be reflected.

J7 IV RATF—H2R EEES TJ7AILYAX
B AMTERY > TILO.pdf 7y 70— REH ($RE5IE]) 2023F5AEARABHREDH 501.4KB

B RAERY > T ILQ.pdf 7y 70— KiEH 8.6MB

B MIERY > TILO.pdf 7y 70— R&EH 2.9MB

B AMIERY > TIL@.xlsx 7w I0— Ri&dr 11.9KB

B MIBERY>TILG.Zip 7y IT0— RiEH 42.3KB



When setting binding all at once (1/3)

If you want to link all documents at once, check the checkbox next to the document name.
Then, click the "Associate selected files with agenda items" button.

After checking, click "Associate selected files with agenda items".

BIRULIZ D 7 AW aBFBAEEMATD BIRLEED 7 (V2o >0—F

J7AI% RAT—F2R B IS IJ7AILEAX
B MIERYS > FILD.pdf 7y IT0— K#dr ($RE&5BIE) 2023F5AEARRBREDH 501.4KB
RTERY > T ILQ.pdf 7vFO— KiEdH 8.6MB
B RMIERNS > FILG.pdf 7vFO— KiEd 2.9MB
MIERY > T )L@.xIsx 7w IT0O— REdH 11.9KB
[ AMIBERIY > TILG.zip 7w IO— Ri&dH 42.3KB

Check the checkbox next to the document name.



When setting binding all at once (2/3)

A list of agenda items will be displayed, so check the agenda item that you want to link to the
document and click the "Change" button.

BREIAE EOMTT

AMIERY > T)ILQ.pdf
AMITERY > T)ILE).pdf

(#BEFH] 2023F5AEARRBBSOHF < g =
(BEEE] EERTRREEDL | want to link it to a proposal

URHFIE] A&MEE (BTME) OfF Check the agenda items.
UREFIE] 3HEFLEHE (NIEEHE) RB0H

k After checking,
Fr>t I‘ Click Change.




When setting binding all at once (3/3)

The changes will be reflected.

J7A)% RAF—=H2R EEIEH IT7AILEAX
B AMIERNY > TILO.pdf 7y 70— Ri&dy (3RE5BIE] 2023F5AEARREHREDMH 501.4KB

B AMIERY > TILQ.pdf 7y 70— Ri&dr ($RE5BIE]) EHHITRRIREDM 8.6MB

B ™MIBERY > TILG.pdf 7w I0O— RiZd [REZEIE) EEIITIRRBE DG 2.9MB

B RMTERY > T)L@.xlsx 7w 70— Ki&dr 11.9KB

O AMIERNY > TILE.zZip 7y 7I0O— Ri&d 42.3KB



User screen

The following is displayed on the user's screen (executive's side).

J71)L4& ATF—H2Z EEIEH TJ7A)ILHAX

MIBERIY > TILO.pdf 7yvIO—-REH  [REHEIE) 2023F58E A AEREDH 501.4KB
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Various template functions
related

101



Customize convocation notice templates

This chapter explains how to customize convocation notification templates.



Customizing the convocation notice template (1/6)

You can customize and use the convocation notice template.

If you use a template, the next default setting will be to use the template.

Currently, you can create up to one template. This will be handled only by the Board of
Directors. ,
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Customizing the convocation notice template (2/6)

Customize the convocation notification template from "Custom Template" in the settings
menu.

ERE
3] hHER

THO> NMEER
TFaVT=E
StER

A )(—EH
wEEE

HEfREE

DAY LEHER
R i
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Customizing the convocation notice template (3/6)

When the "Custom Template" screen is displayed, select "Convocation Notice" and click
"Create New".
You can create up to one template.

e S-B  HIEE-B  SONHE =@
i .
{ BDRALF>IOL—b @—— Click the "Create new" button.
RS
- < Please select "Convocation Notice"

first.



Customizing the convocation notice template (4/6)

You can also edit the template from the convocation notification editing screen.
Edited templates are applied immediately.

FTEZRE EEFEDERN

¥
>F>JL—bk Click this icon on the convocation
/ notification editing screen.
F>FL— MiBDEBA. B0
The "Template” menu will be

displayed, so click "Go to template
creation screen".
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Customizing convocation notification template (5/6)

On the template editing screen, click " // Edit" for each editing item.
After editing or changing the settings on the editing screen, click "Confirm" to save.

202344 H22H

@ .« Address: Edit the address for the convocation notice.
@ W2 R =@ Title: Edit the title of the convocation notice.

e -5 (@Greeting text: Edit the greeting text.

« =@ “Conclusion” of the greeting: Edit the “conclusion” of the greeting. It will
.« {55 VOt 289NRY-whether to display “note” or not.

®Ending: Select whether to display the ending sentence or not. If you want
to display it, edit the text.
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Customizing convocation notice template (6/6)

Once you have finished editing, click the "Save" button to save the template.
If you transition from the convocation notification editing screen to the template editing
screen and edit, the changes will be reflected immediately.

= .
& = o | When you have finished
< B&EBEM>>TL—b - .
editing, click the "Save"
button.
202344 22H
pEAHAL 7 g
SRS R A S IS T H 2345 20 © L 2F
7 2 MR A
i 1G4
AWK 22 H S 1 / RE



MEBHNTUTL—bDHRITAXDFHEE

EBLI=ToTL—rDREIL. THhREALTFUOTL—MEED. BEBNFEEETO T TL—
MEYITWVET,

FTAMGERSH

HRiGafE

< ARILFZTL—b

R

HER

T2IL—b4

BEEH

S

FESREF

| 4



HWRABLTOTL—hE@ALGWNGS

HWRRALTUOTL—rEEBRALZWNMGES(X. BEEMNMBEEEEOI 7oL —kAZa—&Y  [RFE
HUIZEIRTBZLENHYET,

TEEREF

|€

F>IL—b

ERLTI=hRALTUTL—EBERLEE
Bk, TREELIZRIRLET .

[m[=
CE:7ZA{UNN =i

1BEEIBAN TREEEIE/\



Customize meeting minutes templates

This chapter explains how to customize meeting minutes templates.



Customizing the minutes template (1/6)

You can customize and use the meeting minutes template.

If you use a template, the next default setting will be to use the template.

*Currently, you can create up to one template. This is common to all meetings to which the template is
applied, so we recommend that you avoid using expressions that would become individual names, such
as "XXth Board of Directors Meeting."
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Customizing the minutes template (2/6)

Customize the minutes template from "Custom Template" in the settings menu.
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NASLFS I~k Expand the settings menu and click "Custom Templates"




Customizing the minutes template (3/6)

When the "Custom Template" screen appears, click "Create New".
You can create up to one template.

e 3B MEEE-E  EWEE =@
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@—— Click the Create New button.
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Customizing the minutes template (4/6)

You can also edit the template from the minutes editing screen.
Edited templates are applied immediately.

FTEZRE EEFEDERN

F>IJL—b Click this icon on the minutes editing

/ screen.

The "Template” menu will be
> 7L — MEREEN |- displayed, so click "Go to template
creation screen”.
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Customizing the minutes template (5/6)

On the template editing screen, click " // Edit" for each editing item.
After editing or changing the settings on the editing screen, click "Confirm" to save.

@ = (@ Title: Edit the title of the minutes.

@ Absentee: You can choose whether to "display" or "not display" absentee

&6pBRiIng of the meeting: Edit the opening title of the progress of the

@apedingssontent: Edit the main text of the proceedings. The title and

name of the chairperson will not be automatically reflected, so they must be

@Ruerbte participants: You can select whether to "display" or "not display"
remote participants. You can also edit the text.

®Final 1: Edit the closing text.
o @End 2: Edit the recorded text.



Customizing the minutes template (6/6)

Once you have finished editing, click the "Save" button to save the template.
If you transition from the minutes edit screen to the template edit screen and edit, the

changes will be reflected immediately.

= — o | When you have finished
= ~
=N R Lg— Yo .
i editing, click the "Save"
button.
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Supplementary notes on customizing the meeting minutes

template |
Edit the created template from the "Custom Template" screen or "Template" on the minutes
editing screen.
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When not applying a custom template

If you do not want to apply a custom template, you must select "No settings" from the
"Template" menu on the minutes editing screen.

TESERTF EEFTDERN

z o .
F 0 b—b
BERL |- b If you do not want to apply the custom
B template you created, select "No
settings"”.

TREEEIE/\



Bill template registration (favorite bill registration)

This chapter explains how to newly register frequently used proposals as templates.



Registration of favorite proposals (1/5)

With the "Favorite proposal registration” function, you can register any proposal and call it up
on the convocation notice creation screen.
Set from "Proposal Template" in the meeting settings.
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Registration of favorite proposals (2/5)

When the "Proposal Template" screen is displayed, click the "Create New" button.

| Click Create New.




Registration of favorite proposals (3/5)

After entering all the input items, click the "Save" button.
The “title” will be the registered name and will also be displayed on the convocation notice

creation screen.

< BETYTL—MEBL

1 L

<€ Once you have entered all the information,

click "Save".
Enter a “title” for management.
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This is the registered name when creating

LA INBRALED ody to apply.
Select the type of objective.

A A A A

Enter the subject of the proposal.

Enter the text of the proposal.
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Registration of favorite proposals (4/5)

Once you have finished entering the information, it will be displayed on the "Proposal

Template" screen.
To edit, click the “Title” name (blue text).
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Click here to make edits.
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Registration of favorite proposals (5/5)

The registered proposals can be selected on the convocation notice creation screen.
Also, on the minutes creation screen, the text registered in the purpose text will be reflected.
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Customize email templates

This chapter explains the email template customization features.



Customizing email templates (1/6)

The "Email Template Customization" function allows you to edit and register email templates
sent from the system.

Set from "Email template” in conference settings.
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Customizing email templates (2/6)
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The "Email Template" screen will be displayed.
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Customizing email templates (3/6)

If you want to edit an email template, click the "Email type" (blue text) that you want to edit.

< A=WF2TL—hk
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Click "Email type" (blue text).
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Customizing email templates (4/6)

The default setting is "Initial Settings". Click Custom to make your edits.
If you want to return from "Custom" to "Initial Settings", select "Save" in "Initial Settings".
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Customizing email templates (5/6)

Edit "Subject" and "Body" to any text.
Please note that the part surrounded by %% will be converted to each user's data (company

name, title, etc.) when sent, so please be careful not to edit it. Emails will not be displayed
correctly.
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Customizing email templates (6/6)

You can edit email templates for other functions by selecting other tabs.
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Bill number setting

This chapter explains the bill number setting function.
You can set automatic numbering for the purpose of convocation notices and minutes.



About automatic numbering settings (1/3)

Automatic numbering settings can be made from "Meeting Settings" in the "Settings Menu".
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About automatic numbering settings (2/3)

When the “Meeting Settings” screen is displayed, click “Proposal Number Settings” on the
top of the screen or in the left menu.
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About automatic numbering settings (3/3)

The “Proposal number setting” screen will be displayed.
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When not automatically numbering

If you want to manually assign numbers without automatically assigning numbers, check "Do
not automatically assign numbers" and "Save".

In this case, the numbering entered in the title of the agenda linked to the list of agenda
items will be reflected.
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When automatically assigning numbers (1/3)

If you want to automatically assign numbers, check "Automatically assign numbers" and
"Save".

In this case, please note that the number automatically entered in the title of the agenda
linked to the list of agenda items will not be reflected.
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Regarding the purpose of automatic numbering (2/3)

Automatic numbering covers three objectives: "report matters," "resolution matters," and

"discussion matters."
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Automatic numbering pattern (3/3)

You can choose from a total of 9 automatic numbering patterns: 3 fixed format patterns and 3
number format patterns.

BEEE Fixed format x number format table example
$RLEETH%%number%% OOlItem%%number%% x 1,2,3 (half-width :0O0lItem 1
numbers) :O0lItem 1

HREBIE% %number% %
%%number% % OOltem%%number%% x 1, 2, 3 (full-width :00Item®

E5%%number%%:x 3

numbers) - 1
BFH OOltems%%number%% x @, @, @ (circled - 1
1,2,3 (FBHF) v numbers) . @
1,2,3 (35%&?) %%number%% x 1,2,3 (half-width numbers) : Motion No. 1
| 1. 2.3 (EAET) %%number%% x 1, 2, 3 (full-width numbers) : Motion No. 1
|_O. 2. OULZF) %%number%% x @, @, ® (circled numbers) : Motion No. 1

No.%%number%% Proposal x 1,2,3 (half-width



Automatic numbering settings for custom meetings

In addition to meetings of the Board of Directors, we also handle custom meetings in addition
to the Board of Corporate Auditors/Audit and Supervisory Committee.
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Addition of “objectives” other than reports,
resolutions, and consultations

The default settings are only "Report matters", "Resolution matters", and
"Discussion matters".

For example, you will be able to create and set ""objectives" such as deliberation
items.



Addition of objective settings (1/2)

You can create objectives in addition to "report matters," "resolution matters," and "discussion matters."
Select "Meeting Settings" > "Objective Settings" from the name menu bar on the top right of the screen.
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Addition of objective settings (2/2)

After entering a name in "Name of purpose" and saving it, it will be available for selection in the convocation

notice.

*Please note that once you have used the purpose, you will no longer be able to delete it.
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(Supplementary) Addition of agenda template for objectives

You can register frequently used proposal titles/minutes from Meeting Settings > "Proposal Template".

< MEFSTL—hE CD
A @ Select “Create new” in the proposal
ggggg — template and enter each item below.
< BEFTL—MEE ~ s
) Bz @Title (free entry)
o) ® Meeting body (pull-down selection)
@ Purpose (select the purpose you created)
: ®Convocation notice name (free entry)
® d ® Minutes content (free entry)
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@Finally, select “Save”.




(Supplementary) Change of bill number for purpose matters

From Meeting Settings > "Proposal Number Settings",
You can change the fixed format/numeric format of bill numbers, such as "Proposal No. ©" and
"Agenda Iltem 1."
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Supplements related to
holding conferences
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Supplement about editing convocation notices and

Mmintitac
T T I T AGWCISDYS

This chapter provides additional information on editing convocation notices and minutes.



Changing the display order of officers in minutes

You can change the display order of officers whose minutes are displayed on the "Create a
new meeting" screen. The operations will be performed on the first screen where the
meeting was created, not on the minutes editing screen.

The order of entries in the "attendance", "absence" and "signature" columns of the minutes
K4 158G

it KRR

Hover your mouse cursor over the officer field
TRERRE R <¢— you want to change,
You can change the display order by dragging
and dropping.
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Change of chairperson

It is possible to change the chairperson. The "Attendance" and "Signature" columns of the

minutes are subject to change.
On the "Create a new meeting" and "Create minutes" screens, there is an editing column for

"Meeting chairperson”.

SRDER

3y default, the representative director

n You can change the chairperson by
JE i
[ IR v selecting the name in the "Meeting
Chairperson" column from the pull-down
menu.




Convocation notice correction function

This chapter explains the functions for editing convocation notices and event summaries.



Correction of convocation notice (1/2)

If you wish to modify the convocation notice, click the "Edit convocation notice" button on the
convocation notice circulation status screen. If you have sent the minutes, you must first
change the minutes back to Edit (Modify) status.
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Correction of convocation notice (2/2)

A confirmation pop-up will appear, so click the "OK" button.
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Revised event outline (1/2)

If you wish to modify the event summary, click "Event Summary" from the left menu and do
so on the "Create a new meeting" screen. If you have sent a convocation notice, you must

first change it back to convocation notice editing (modification) status.

FIUWREEIEN A A BEEDERA

Click "Event Summary" on the left menu and make the

necessary corrections on the "Create a new meeting" screen.
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Revised event outline (2/2)

A confirmation pop-up will appear, so click the "OK" button.
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Additional confirmation email sending function

This chapter explains the additional sending function for confirmation emails.
This is a function that simulates a workflow, for example, after checking with the executive in
charge of the management department,
It is possible to send convocation notices to other officers.



Additional confirmation email sending function (1/3)

This is a function that simulates a workflow, for example, after checking with the executive in
charge of the management department,

It is possible to send convocation notices to other officers.

It can be used to send convocation notices and minutes by email.
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Additional confirmation email sending function (2/3)

An editing area similar to the email editing screen for convocation notices and minutes will
be displayed, so edit the subject and body text as necessary.
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Additional confirmation email sending function (3/3)

You can send additional confirmation emails by scrolling down, checking the boxes for the
users you want to send additional emails to, and clicking the "Send confirmation request"

button.
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ta.watanabe.0824+1005
b@gmail.com

ta.watanabe.0824+1006
b@gmail.com

ta.watanabe.0824+1007

A= @gmail.com

PITRE ta.watanabe.0824+1008
PATIET b@gmail.com

®wE ta.watanabe.0824+1009
BRESHER @gmail.com

AEE ta.watanabe.0824+1099
HhAEB b@gmail.com
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Check the additional users you want to send.

<¢— Click "Send confirmation request” to send an additional email.



Grant viewing rights to held meetings to
non-participating users

This chapter explains how to view held meetings.
We will explain the procedure for granting it to non-participating users.



Granting viewing rights to held meetings to non-participating users (1/3)

You can grant viewing rights to held meetings to non-participating users.
This can be done from the "User conference viewing settings" that can be accessed from the

"Company/Member Settings" in the settings menu.
If you want to give users the right to view past minutes, use these settings as well.

- A —FE Click "Company/Member Settings" in the settings menu
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Granting viewing rights to held meetings to non-participating users (2/3)

The "Company/Member Settings" screen will be displayed, so click "User Conference
Viewing Settings".

< 8t - AVN\—FE

i 2, i

KHER

SEANBHROER. BIRORET N
> NEEDREEITNET .

I1—Y—aHREERE

T LI 2B OBBIEEIFEN
A-F—([C5RB/EETVE
7.

ADN—EE
RBCEMI DAY/ - BH

BERBT R DBREEITL
FY.

2

HEREE

TR DT SIERDBEZT
W&ET,

<

TR EE

IPY RLRBIRODBEEATE
ED

Click "User conference viewing settings"



Granting viewing rights to held meetings to non-participating users (3/3)

The user name is displayed on the horizontal axis and the conference name is displayed on
the vertical axis, so click the checkbox of the target conference of the user to whom you want
to give permissions.

After editing, click the "Save" button to save.
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Regarding addition of specifications for stamping flow
(addition of real stamping)

In this chapter, we will explain the addition of the real imprint flow.

Normally, after the minutes have been circulated, you will proceed to electronic signature,
but instead of proceeding to the electronic signature flow, you will proceed to a screen where
you can upload the minutes with your seal. For example, you can use it when uploading
registration documents. This function is limited to the Board of Directors.

2024 .12.23 Update: You can now use "Written Resolution" and "Custom Meeting" by setting
the flow in the meeting settings. (Click here for details)



Real stamping flow (1/3)

You can proceed to the real stamping flow on the "Minutes being confirmed" screen (displaying the
confirmation status after circulating the minutes). Please note that only the Board of Directors meeting can
proceed to the Real Seal Flow. The Board of Corporate Auditors/Audit and Supervisory Committee cannot
proceed to the real stamp flow.
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Real stamping flow (2/3)

By checking "Implement signature by stamping a seal”, you can proceed to the real stamping
flow. Please download and print the minutes PDF to be stamped using the download button

(| button).
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o Check the "Implement signature using
seal stamp" checkbox,
Click the "Proceed to Sign" button
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To output the minutes PDF to be stamped,
Click the | button to download



Real stamping flow (3/3)

Please scan the paper minutes with your seal, convert them to PDF data, and upload them.
After the meeting is confirmed, the status of the signature field in the meeting list will be
"Newly uploaded".
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Real stamping flow (3/3)

Please scan the paper minutes with your seal, convert them to PDF data, and upload them.
After the meeting is confirmed, the status of the signature field in the meeting list will be
"Newly uploaded".
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I7AVERSYIRROYT PDF (a scan of the paper
(1774JL20MBET., 177 )LDFs .pdf) < minutes) and click "Fix the
meeting so it cannot be edited”
S5 A L AEN to confirm the meeting.
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Changing the order of the meeting list

This chapter explains the procedure for changing the order of the conference list.



Changing the order of the meeting list

You can change the order of meetings displayed on the meeting list screen by dragging and

dropping.
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You can change the order by dragging and e
dropping
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1 2022 108 FERFEHE HEETES 2022-10-02

2 2022481 FEREFHIER REEEEH \ 2022-08-04 2022-08-04 2022-08-10 2022-08-04

3 2022F9 B ERIFHER REREEH _/ 2022-09-16 2022-09-16 2022-09-28 2022-09-16




