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MEMBERS SERVICES GUIDE - Entering amending and deleting Articles

WELCOME TO THE MEMBERS SERVICE GUIDE.

This guide will tell you more about the services currently available to members, how they work, how you
enter information and administer your site entry. This section deals with entering, amending and deleting
articles.

This help section is relevant for Members, Finance Members and Special Services Members.
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INTRODUCTION

Why are articles important?

Articles are important as they are a key part of attracting potential users
of advisers’ services and those looking for finance to the website. They
are important for you in getting visitors to contact you whether by using
the email link on the article, the website link, by drawing them to your
MEMBERS PRES  directory entry or through a reference to a publication. They are an
Members can pubke| — OPPOrtunity to demonstrate your expertise and experience and to

&Ctivities, press reld

Fors differentiate your operations from those of your competitors.

Members Area

Latest Informa

Where on the web site do | add an article?

Articles are entered from the Members Area using an administrator log
in.

On the Members home page, select articles from the view / update entries
menu. This will bring up three choices, view your existing articles,
update an article or add a new article. Select Add.

How are articles created?

Articles are created through an online input fore select article. This is
discussed further below.

M A Register

lab Requirements Should I prepare my article first or type it online?
MBI/ Int/HEDs

You can type it on line but we recommend you prepare it first in a

programme such as word. You will find it easier to use, it has functions
such as spell check which are not available within the online input and you will retain a copy which will make
future changes easier.
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ARTICLE EXAMPLE

How do visitors to the website find my articles?

Article Type | - - - Seleck - - - v|
Recent Articles | 3 % mDEBtLsusas v|
Region | - - - Select - - - v|
Keyword | |

OR

Zompany name | |

The articles search page enables selection of articles by
a range of criteria including Keyword.

If you have chosen to make your article member only,
your article will only come up on a search carried out by
a logged in member.

When visitors to the site complete a search, they are
shown a list of matching articles with information such
as in this example

The input fields shown on the summary are:
Type of Article

Search Articles

Yo searched hoas “Artiches Irom the last theee days™ Sheowsing results 1 - 1 of 1

Article subject

1) Exampic Corporate Finance Prlassnng st

@ belp On Article Contents i o i

Author of article

Exarrgie st slsnd mtads contentd

Article descriptiom

What will the full article look like?

ieres ol artiinbe - ey vty ot Fall drthibe pins wivagpd tha i el dofeliairs of i of e wilridn

Bagtad: prh oF b 204 N Tarees & Cowreiilines

Shaoswsineg results | - 1 of 1

<o Py | bl 33

Fxample Corporate Anance
Professional issues - Help On Arlicke Contenls
Heban by Ao Lacar on 0k of Fab 2004

Emal sihar @ wits drsthary sniry @ wi compeny wabals o penk B recoed @ g hath

ARTICLE UM ECT

dutiches should be Focussad on a specfic subject ares. YW harve nok put & bk on e length of srticlss
bt chus s thi ruatuns o Ehes sy, i o rsormisncha st artachen can be e i ofe B0 3 At I
W wish b Sy one, COPGRier STLENG st vou have b say cver 5 couple of articies using & ink ke
such & WG B4 Gur Mtk on {artide descriphion]’, You fdy B8 Sugoest that & fdes detaled artids &
vl by Cordactiveg the mthor, Thisy can e the sl ek onthe articks ags.

Dsfiors Ehirking aBnt wikifed feber rtichis For th R, conidr daiiting Srtackss i vour Bocklsts,
ety pubbkilud artichss o webles.

Wi rédodmand that 1o stand ok, the kess gendrdl artices wll have the grasbast langevity, |8, Rebasd
o Pairws b widhod ) buridintrics, whal, ol wriling an artichs on vl poopln buiineides, valang

e ance brokers, vaslues that effect pan Curogssn operstons, vslstons in belscoms, neda,
rerancs, naursncs beokirt fe B onbing rckrEry ate, hiv Faindy mrarrbacs in & burtind-os ttuss sfact
wihsilicn, low matagamnent alally oflects valuslion, how winlue capltalels ok of valuation, The b
coikd be wvery loreg . It wll gove weers informstion By can't find elsesbesrs snd will come back.

HUMEER OF ARTICLES PER MEHEER

Wie lurvm rut brramd Elom smabo of i, jur ol Exf fen rriruntile. 1 Hemp s grodis, v
iy e b 53] restrichions espacisly whens amickss ane very qenerdl.

FORMETING

AR IRBErtanE re&son be hasp articks srmall shvd ralatrvaly Sgls 1 that the srtichs secton Sumently has
oy sagpaficant Tormalting Nexldity, I 6 nol utable Mor ety o dhagrans, thene i n gl ¢ Inln
hurection snd bulst paints cannot be sad. Howeve thess Functions e aumently beirg

B gt pribank ataod £a0 B achisvad withouk thas, Twnﬂﬁd".lunmﬂhenﬂ)denwdrdmt
o] puirid iy i vkl ey

ADCUT THE AUTHOR

This article was wiithen by Georpe Lucas of Example Company ebc. b, ebc,

B3804 Coprright Casnple Conporsts Finance. A1 righe rasereed.
Thiz wtichs iz necd b bk copasd o nprocuced witoul BRprins permisson of the sathor

Viewing full article will display a page similar to this
example:-

The full article includes an email link to the author as
well as the author of article, type of article, article
subject and article contents.

Where articles are produced by special services
members, only signed in members can access the
directory entry.

N
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ADDING AN ARTICLE

What does the input page look like?

The article is entered using the following input form:

Al Articke

| The final article has an email contact link to the author using this
email address.

¥ inclesbas & recuinad Fedd

Dt ottt 100700 004
ot — — If you do not wish for an individual author to be named, enter the
. firm’s name
Author of atice |
i The type of article i.e. MBO or Sale is selected from a drop down list.
werbart otky et [1 [ |7 1o Select the appropriate subject area.
futichs subjact |

~ Aurticles can be designated as viewable by all visitors to the site or by
members only.

Artiche derription

™ Article subject is the title of the article

durtiche conbents

I~ Article description is 2 lines of information which appears on the
articles summary.

I~ Article contents, see more information below

il

ARTICLE CONTENTS
What type of subject is recommended?

Articles should be focussed on a specific subject area.

Before thinking about writing new articles for the site, consider existing articles in your booklets, previously
published articles or website information.

We recommend that to stand out, the less general articles will have the greatest longevity. i.e. instead of how to
value a business, what about writing an article on valuing people businesses, valuing insurance brokers, values that
effect pan European operations, valuations in telecoms, media, insurance, insurance brokers or the printing industry
etc, how family issues in a business can effect valuation, how management ability effects valuation, how venture
capitalists look at valuation.

How long should articles be?
We have not put a limit on the length of articles but it is recommended that articles can be read in one to 2 minutes.

If you wish to say more, consider splitting what you have to say over a couple of articles using a link term such as
‘Also see our article on {article subject}’.

You may also suggest that a more detailed article is available by contacting the author or the full article can be
found in our publications section or by emailing the author. Readers can use the email link on the article page.
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How many articles are permitted per Member?

We have not currently limited the number of articles per member. If there is an imbalance, we may need to add
restrictions.

What formatting is available?
An important reason to keep articles small and relatively simple is that the article section has limited formatting
flexibility. It is not suitable for pictures and diagrams, there is no spell check function, bold and bullet points

cannot be used. However, a good presentation can be achieved without them.

If you have an article that needs formatting or diagrams, consider adding this to the publications section.

What disclaimers are there?

To view the full article; the reader has to accept the terms and conditions of use of the website. You need to be
happy on your own account as to the strength of the disclaimer included re the use of the information on the site.

If in any doubt you should add your own disclaimer to your article.

What Copyright protection is there?

Your article will automatically include in its footer a note saying Copyright {Company Name} {Year of article
submitted} along with the text “This article is to be copied or reproduced without the express permission of the
author

Do CF connect check all articles?

CF Connect will not necessarily edit or check the content or format of the articles submitted and that will remain
the responsibility of the author.

Can | add information about the author?

Certainly, add a few lines about the author and give the reader a suggestion as to what to do next to find out more.
Remember, the reader of members’ and finance members’ articles have access to your directory entry. All member
groups have a link to your website and potential customers can email the author from the article page.

Can | use an article to advertise my activities?

No. The article must contain useful information for a reader and cannot merely be an advert. Articles should
demonstrate knowledge, experience and expertise, not just wave a flag. It is perfectly acceptable and encouraged to
do a case study of a deal provided it covers issues such as how a deal works the problems that occur and how they
were solved.
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Will you remove any articles?

CFconnect will need to remove articles from time to time to maintain the balance, quality and dynamics of the
information on the website. We may remove articles at our discretion. The reasons may include but are not limited

to:

They are adverts and provide no useful advice for the reader

They contain negative comments against other professionals

We have been informed that there are errors on the article or that it is misleading
there are an excessive number of articles on a specific subject

An article has dated, (we have not set an automatic removal date)

We need to maintain the overall balance of articles on the site

We will notify you of the removal of an article so you can plan to add an alternative article.

EDITING ARTICLES

How do | amend existing articles?

On the Members home page from the view / update entries menu. This will bring up three choices, view your
existing articles, update an article or add a new article. Select Update.

Lafit Articles

Flesse select the article you would e to edi Shaowdng results | - 2 ol 2

1} Fxaenplr Corporate Anance Frofassong S
Conmgrbeting Asliche Conbenls iy tengr ini

This artiche chsls with the Donsider stione in completing th artics conbants

Wipem Full prtiche - ey iy o S et o icond o Dherve e coreiiorn of uin of the sl

Bixad: ith of Fals D003 Wit Twren i Coradiion

i Frofisnia’ sy

Lxamyde Corporate lnance

Heldp On Arthche Contents sy searpe § ocas
Frample ariche shoot wiichs contenty

iewr [l artiche « by wimuing i bl sriics o rvend S bame arad sorciiiarn of uns oF e et

Pratasd1 50 od Faby 2004 s Tl s Ciablicrn

Shawing results 1 - 26l 3

o Prey | Mest 5o

To select the article you wish to edit, click on the title.
This will bring up the Update Article Screen.

Each of the fields can be updated and the changes saved.
Please note, the reset button only resets the fields with
“Currently set as”. It will not reset contents. If you wish
to abandon use the back button.

If you wish to delete the article, you must both tick the
box and hit the delete button.

Selecting update will bring up a screen listing all your
articles with the title underlined. Select the article to
update by clicking on the title.

Update Articka
Cusbs psstadd 1000 2004 Currenkly caf &

Repen Lomadon
Cordipth vl [looe ot ariBomv ol Gezage. bl plin, on
fudher of artaie gt [ ge L T
Types of articls | Frofeczonsl woss - Frofessons enss
Wseﬁww:"'h""m Ma
------- ] Mok futics Corgenks

e

Artle derplen

futicle contents [

| K3

o chrgrs || Reset

Dhir b Arlichs

Tk b b e bt || ]
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