IAST

Financial Group

When collaborating, a user can share a case file with another user who has access to

Case Sharing Procedure

EVO Insurance.

Sharing a case file with another user

1. Go to My files section in EVO Insurance.

Create aniillustration Myfiles What's new

2. ldentify the client file you want to share and click the Share this file icon (arrow

symbol).

ORGANIZATION DATEB

3. Inthe new window, click the Copy to clipboard button to copy the sharing key.

May 12, 2025 Application

File sharing

o To share this file, simply send the shared key by email to the recipient of your choice. When they
receive the key, they can import your file on their EVO using the Import shared file tool. Each key
is single-use and expires 30 days after being generated.

Sharing key*

* Reminder

Information on a client can only be shared with people who absolutely need it in the performance of
their duties. When you give a person access to client's information, it is your responsibility to ensure
that such access is necessary to the tasks assigned to that person.

The advisor performing the sale remains fully responsible for the accuracy and reliability of the
information collected and entered by another person. In addition, remember that the analysis of
information and advice related to the sale cannot be delegated.

Copy to clipboard
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4. Paste the sharing key into an email and send it to the intended recipient (who
must have the appropriate access rights to work on the client’s file).

Each sharing key has a unique use and expires after 30 days.

[0 20 < File Sharing - Message (HTML)
Fichier Message Insertion Dessin Options  Format du texte Révision  Aide Q Rechercher des outils adaptés
- Aptos (Ce ~|[11 WA A S s A ;Q @ =5} D{/
Coller G I § £+ A |§|E =|s= 3= Carnet  Veérfier Joindre un  Lien Une 4
- <¥ Reproduire la mise en forme - — T T 7T 7 dadresses lesnoms fichier ~ ~  signature v
Presse-papiers [~ Texte simple ] Noms Inclure
C@Désolé... Nous n'allons pas pouvoir remettre ce message 3 MrEvo@ia.ca X car 'adresse de courrier n’est plus valide
B A Mc.Evo@ia.ca
Envoyer Ce
Objet File Sharing
Hi Evo,
Her is the shared key you can use: 578e9264acc94fd696d98cfcc9a1629¢c
Receiving a sharing key by email
1. Go to My files section in EVO Insurance.
- L] fl 1
Create an illustration Myfiles What's new
2. Click on Import shares file.
Create anillustration My files What's new
New Business

- e ~
(\/\npmgveﬂ) (' completed ) ( Last modified )
\ AN J

Import shared file

File name, contractors, insured B




IAST

Financial Group

3. Paste the sharing key received by email into the new window.

Import shared file

When you receive a shared key, enter the key in the box and click OK. The received file will
open automatically and will be saved in your new business list.

Enter the shared key

578E9264ACCO4FDE96DI8CFCCIATR29C

© (>

4. After clicking OK, the client file will appear on your screen.

.
'A - EVO Life Insurance ALESHARED @ B

& Back to lllustration Identification ©
& Ssummary
@ Advisor(s) Last name First names) Middle name (optional)
Y FILE SHARED ~
& consents

| N dentification Please indicate your name at birth, if different than above [optional)

Insurance history

Declarations.

Gender Date of birth
Beneficiary(ies) Male January 02, 1930
Applicant
Billing Address
PAC/PAD Agreement
Address
Coverageis)
Requirements { 1080-220 Grande Allée £ 7 X
| Québec QCGIR 21
Linked Applications : Canada
Validation
~
Contact ()
Home phone Cell phane Work phane Extension {aptional)

514272.2222
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You will also find the shared file in your My files section:

EVO Life Insurance

Create an illustration My files What's new

New Business

File name . Creation date -\ Case no. & Status Shared Actions
- Moy 12,2025 Wustation snared P

ACCP May 12, 2025 Application - ,’ i
ESIGN VIE TRAD May 12, 2025 Application - / i
TEST PARTAGE May 12, 2025 Ihustration Shared - ,‘ '
AGE REEL VS AGE ILLUSTRATION May 12, 2025 Application Pt

If the user needs to transfer the file again to the original sender or another user, they
must follow the same case sharing procedure.

I, Error and warning message
Here is the message you may encounter:
Key already used to import a file or expired

EN: The shared key has already been used to import a file or has expired.



