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Getting others to Sign

Adobe Sign makes it easy to send a document to others for signing. You can send to just one
person or send to multiple people to sign.

Send an agreement to a single signer

Sending a document for signature is the basic workflow used in Adobe Sign. Sending a document
for signature to only one recipient is the simplest way to use the system.

To send a document for signature:

1.

Navigate to the Home tab and click the Request Signatures button
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Optionally, you can start the process by selecting a library template (or workflow) first by
clicking the Start from library button.

This allows you to select from one of three options:

* Recent - A listing of the 20 most recently used templates, listed with the most recently
used at the top

e Library Document - Lists all library templates available
* WorkFflow - List all available workflows for the user

Once a file or workflow is selected, click Start and you will be moved to the Send page, with
the template already attached (allowing you to skip step 4 below)
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2. Define the recipient of the agreement.
Enter/define the following (From left to right):
» Select the recipient role (Signer is the default)

« Typein the email address of the recipient
» Select the second-factor authentication method, if any
» Enter a personal message, as needed
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3. Add an Agreement Name and Message that will be included in the initial email to the
recipient
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4. Drag-and-drop, attach, or choose a library document to send.
» Multiple documents can be attached, and are delivered as one contiguous document for
the recipient
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5. Configure any options required:
» Password Protect (the signed PDF) - This password is applied to any PDF copy of the
agreement downloaded from Adobe Sign. The password prevents viewing the document
until successfully entered

« Completion Deadline - The deadline expires the transaction after the defined number of
days

» Set Reminder - Reminders can be configured for one of several iterations. Only the
currently active recipient is sent reminders

* Recipient’s Language - Defines the language used in the email delivered to the recipient,
as well as the on-screen instructions




6. To add fields for your recipient to interact with, select Preview & Add Signature Fields
When everything is set, click Next.
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7. Drag fields from the tabs on the right of the screen and drop the fields on the document.

O Relatve i Page Mragate to W

o Cery Rep kb Cory [

Signature Hock
B Lgratar

Stamp
I e o

O Seve o document libracy
tive Tile v,
=
- -
’ Feved Fields

Note: /f you are building a common document for your use, you can check the Save to
document library option, saving the document with the fields as placed.

In future transactions, you can simply attach the document from your library, and skip the field
placement!

8. When you've placed all the fields on the document, click Send.

An email is sent to your recipient that includes a link to the document, enabling their action.
Once their action is complete, you will be notified by email.




Send an agreement to multiple recipients

Sending an agreement to multiple recipients is almost the same process as sending to one.

The primary differences are that you must:

N —

» Define each recipient, in the order they are to take action on the agreement
» Place fields specifically for each recipient as necessary

Note: Transactions that include multiple recipients can be configured to follow a sequential,
parallel, or hybrid workflow.

. Navigate to the Home tab and click the Request Signatures button
. Define each recipient of the agreement.

Enter/define the following (from left to right):
» Select the recipient role (Signer is the default)

e Typein the email address of the recipient
» Select the second-factor authentication method, if any
» Enter a personal message, as needed

To add yourself to the list of recipients, click the Add Me link in the upper right corner.
Adding the same email address multiple times is permissible.

Note: /f you need to delete a recipient row, click the X on the far right of the row
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Note: see later in the notes for sequential, parallel or hybrid orders

Add an Agreement Name and Message that will be included in the initial email to the

recipients

Drag-and-drop, attach, or choose a library document to send.

e Multiple documents can be attached, and are delivered as one contiguous document for
the recipient

Configure any options required:
» Password Protect (the signed PDF) - This password is applied to any PDF copy of the

agreement downloaded from Adobe Sign. The password prevents viewing the document
until successfully entered

+ Completion Deadline - The deadline expires the transaction after the defined number of

days

* Set Reminder - Reminders can be configured for one of several iterations. Only the
currently active recipient is sent reminders
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* Recipient’s Language - Defines the language used in the email delivered to the recipient,
as well as the on-screen instructions
6. To add fields for your recipient to interact with, select Preview & Add Signature Fields
When everything is set, click Next.
7. Drag fields from the tabs on the right of the screen and drop the fields on the document.
When placing fields for multiple recipients, First select the participant from the Recipients
list, then place the Fields.
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8. When you've placed all the fields on the document, click Send.

For more online tutorials go to
https://helpx.adobe.com/sign/how-to/sending-with-adobe-sign.html

Sequential signing workFflow

Signers receive and sign the document in the order that their e-mail addresses were entered
into the To: field. Once the last signer completes the signing process, then all parties receive a
Signed & Filed e-mail with the signed PDFs attached.
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Parallel signing workflow

Click Complete in Any Order to start a parallel workflow.

All the recipients receive the document at the same time and can sign in any order. Once the last
signer has completed the signing process, then all parties receive a Signed & Filed e-mail with
the signed PDFs attached.
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Hybrid workflow (Enterprise only)

A “Hybrid” workflow is an instance of the sequential participation order where one or more of
the steps includes two or more recipients gaining access to the document at the same time.
All of the signers/approvers of the “parallel” step will need to complete their part before the
sequential process moves to the next step.
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Watch Video

https://helpx.adobe.com/africa/sign/how-to/adobe-use-hybrid-routing.html

For example, in the above image we have a three step signature cycle:
e Step 1is fclarke@gmail.com. When the agreement is sent out for signature, only fclarke will
be notified. Once fclarke signs the document, we proceed to the next step.

» Step 2 is the hybrid step. You can see that all three recipients are given the same number
(2), and this means that Adobe Sign will notify all of these recipients at the same time. They
can apply their signatures in any order, but all of them must complete their part before the
signature cycle moves to the next step.

« Step 3is anotherindividual recipient, but this time they are defined as an Approver (the check
icon vs the pen tip). Once the “Step 3" recipient applies their approval, the agreement is
completed, it is fully executed, and all parties will be notified with a copy of the agreement in
PDF format.

To create a hybrid group, enter the email addresses of each party as if they were individual
recipients, and then click and drag the recipient field over another one in the hybrid group. You
will see on screen the message that you are creating a parallel group. Manually changing the
index numbers to the same value will also create the hybrid group.
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Recipient Groups (Enterprise only)

Recipient Groups are useful when you need sign-off from a team or an organization, but not
from a specific individual in that group. Any member in the group is authorized to sign or
approve on behalf of the entire group.
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For example, in the above image you can see a three step signature cycle:
» Step 1 (JohnDoe) is a signer and will be notified that their signature is required as soon as the
agreement is sent. Once JohnDoe applies their signature, the agreement moves on to step 2

« Step 2 is an approver Recipient Group given the name “HR Group”. Four individuals have been
entered into the group, and each has been given a different verification process (just as an
example). Once any one of the identified recipients applies their approval, the agreement will
progress to the third step

« Step 3is anindividual signer. Once this Final signature is completed, the agreement is fully
executed, and all parties will be notified and receive a copy of the agreement in PDF format.

To create a Recipient Group, click the Add Recipient Group link at the top-right of the recipient

field. This creates the container where you will be asked to enter the group name, and the
potential recipients

Note: All members of the Recipient Group will receive the final PDF copy of the signed agreement
even if they did not specifically participate.




Roles—Participants and how to properly identify them

Roles define how the parties (signers, sender, and so on) can interact with the document/
transaction. With regards to forms (especially multi-signer forms), it’s critical that you
understand how roles inform the Agreement as to which fields should be made available to each
signer.

Every field has a role assigned to it. Only the signer with the correct role can access the fields
assigned to them.

The concept itself isn't too obscure, but the logic is computer logic, so you may need to divorce
yourself from the human meaning of some words to really get the process.

There are three key roles to understand:

1. Prefill (by Sender) - This role defines fields that you want the sender to fill out before the
first signer. If you have pricing or discounts that you are dropping into the document on-the-
fly, Prefill fields can be useful.

» Prefill fields can only be Filled in by the sender at the time they attempt to send the
document, and if there are Required prefill fields, the document cannot be sent until they
are filled in.

» Prefill fields are not available for editing after the Prefill stage. No subsequent signer to
the document will be able to edit prefill fields.

2. Participant N (where N is an incrementing number starting with 1) — This is where it gets a
little slippery....
 Participant 1 is the first person (e-mail address) you send the document to for either
Signature or Approval.

 Participant 2 is the second person you have approving or signing the document

The trick to remember is that the role of the signer based on the order you enter thenin
the To: field on the Send tab.

The first e-mail address in the To field will be Participant 1. The second will be Participant
2 andsoon....

Simple enough, right?

Now, once you are familiar with the sending process, you will notice that there is an
optional check box on the Send tab that says | need to sign, and that check box will insert
the sender into the signature flow.

If you stick with the default option, then the sender will be the last signer.

If you have two customers that need to sign first, they will be Participant 1 and 2, and the
sender will be participant 3.

If you opt to change the setting so that the sender has to sign first, then the sender is
Participant 1, and in the example above, the customers will be participant 2 and 3.

Now consider the case where the document is being sent for three signatures, but you
want to send the document with a parallel signature workflow. All parties are notified
at the same time, and there's no expectation as to which signer will sign first. Who is
Participant 1?




The short answer is: Probably the first e-mail in the To field

The slightly longer answer is: The first e-mail in the To field (assuming you haven't checked
the I need to sign box and defined the sender to sign first).

3. Anyone - This role allows any signer to access the field (including the Prefill party).
The trick with the Anyone role is that the field is available to anyone until it’s Filled in.

Once the field is filled in, the contents of that fields are locked in place and no subsequent
signer can edit it.
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Note: /f you make an Anyone defined field required, then the first person to have access to that
field must fill it in. That will always be the Prefill party if you are using prefill fields, and will be
Participant 1 otherwise.

Library Documents/Templates

One of the most powerful aspects of Adobe Sign is the ability to create reusable forms and form
overlays to define the fields that your signers need to complete.

Taking a little time to think through your signing process and carefully build your forms

ultimately saves you and your signers time, improve signer adoption and ultimately get your
documents completed in a shorter time frame.

Reusable documents versus field overlays

Reusable Documents vs. Field Layers... which is best for you?

Ultimately, this decision will likely be made by your forms and how you produce your
documentation.

If you are using a boilerplate document where the content of the document does not change,
then you want to create a reusable document. This would include documents like credit card
charge forms, tax forms, applications, and so on.

In these examples, there is no unique content for the signer other than the information the
signer is entering into the fields
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The form field layer on the other hand is just a layer of fields placed over an uploaded form/file.
You would use this when you have a form that includes variable content. Like a rental agreement
where you have custom information through the document content, but the fields for the
customer are the same and in the same place.

In this case, you would be generating a new document that you upload, and then apply the layer
of fields on top of the document.

Note: Any one file can have multiple field layers applied to it, so you can build modular field layers if
that fits your use case.

A library template is a reusable document object. Adobe Sign supports two types of library

templates: document templates and form Ffield templates.

« Document Templates—A document template is a reusable document. Document templates
can be shared with other users in your account, allowing multiple users to send out the same
document without needing to make any changes.

* Form Field Templates—A form Field template is a reusable field layer that can be applied
to any document. Form field templates can also be shared with other users in your account.
Form field templates are ideal in the following situations:

* You have one field layout that works for multiple documents.
* You have a document that can be sent several different ways.
e You need to revise document’s content, but the fields remain in the same place.

Instead of creating a new library document every time a document is updated, the same form
field layer can be applied. Form field templates can be edited to facilitate changes in the
arrangement of fields or field properties. Again, all the tools in the authoring environment are
available when creating a form field template.

As a best practice, a single user (Document Administrator) should be responsible for creating
and maintaining templates. Creating a Doc Admin userID eliminates confusion as to what
templates to use and provides version control for your reusable documents.

We recommend using a distribution list or functional email for the Doc Admin user login.
This allows you to control access to this Doc Admin login while at the same time allowing the
responsibility to be shared as needed.
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Creating a Reusable Document/ Library Template

1. Click the Home tab. Then click Create a reusable template.
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2. Inthe Template Name field, enter a name for your template. This can be changed later if
necessary.

3. Click the Browse button to navigate to the file on your local system to be used to create
your reusable template. If you are creating a reusable document, this file and its content
will be used. If you are creating a reusable form field layer, the content of the file will not be
included in the template.

4. Select the appropriate Template Option, either Create as reusable document, or Create as
areusable Form Field layer, or both.
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Template Type 7]
@ Reusable document

O Reusable form field layer

© Both

Who can use this template
@ Only me

O Any user in my group

O Any user in my organization

Template Options

5. Select the appropriate permissions option for sharing the template.
When building and testing a new template, it is recommended that you set the permissions

to just yourself, and then expand access once you are satisfied the document is working as
intended.

Template Type
@ Reusable document
O Reusable form field layer

O Both

Who can use this template

® Only me
O Any user in my group

O Any user in my organization

Template permissions

Note: Group permissions can only be granted to the group you are currently in. You cannot grant
permissions to other groups

6. Click the Preview or Add Fields button. The Authoring experience displays.
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7. Place the required fields that are for the intended participants by dragging them from the
form fields tabs and dropping them onto the document.
8. When you're done adding fields, click the Save button.

The template will now display under the Library Templates section of your Manage page. If
you have shared the template with users in your group or in your organization by granting
permission, the template now also displays in the Library Templates section of their Manage
pages, and they can use it to send as often as they like.

Note: Only the user who created the library template can edit it or delete it (unless the
template is shared under advanced sharing rule
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Editing Template Permissions

The access permissions for any template can be edited by the creator of the template. To do so:
* Login as the template owner

* Navigating to the Manage page
« Find the template to be edited and clicking the edit link
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This will open the template in the Authoring environment.
At the top of the right rail, you will see Template Properties.
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Template properties header in Authoring

Click the Template Properties header to expand the section and you will see the available
options:
« Template Name - You can readily change the template name at any time.

« Template Type — At any time you can convert the available template to make it available as a
document, form Field overlay, or both

« Who can use - This setting dictates which users will have access to the template.

Note: You can only share a document to the Group your userlID is a member of. If you are
authenticated as an Account admin, make sure to move your userlD to the correct group before
changing the template properties from “Only Me” to “Any user in my group”.

Adobe Sign Workflows

The Workflow Designer is used to create workflows that tailor the signing processes to fit your
specific business requirements. With this new tool, administrators can design and manage
workflow templates easily with an intuitive drag-and-drop editor. It's easy to specify the
documents to be included in an agreement; the characteristics of the participants—including
predefined names, roles, and routings; form Fields to be pre-filled by the sender; emails to be
sent to the participants; agreement expiration or password options; and more.

Workflows also create an easy-to-follow send experiences for your users so process steps can
be followed consistently every time. Senders using a workflow template are guided through the
send process with custom instructions and fields, making the send process easier to use and less
prone to errors.

This new option strongly relates the recipient list, as defined in the workflow designer, to the
appropriate field assignments on your authored forms.
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Example uses case:
» A (customer) signer is to sign first

» Optionally a co-signer may sign second
« Aninternal counter-signature is applied by a sales representative

The recipient signer index (as defined in the WorkFflow Designer) is strongly enforced,
disregarding any fields that are assigned to any omitted (optional) recipients when the
agreement is sent.

So in the use case above, the co-signer is always signer index 2, but if the co-signer is not
included at the time the agreement is sent, those signer2 fields are ignored, and the counter-
signer (signer index 3) will still only have access to the signer3 fields.

Enable this new functionality by navigating to: Account > Account Settings > Send Settings >
Custom Workflow Send > Enable template defined signature placement

Note: Enabling the template defined signature placement feature will disable the option to author
the agreement during the sending process.

Understanding the relationship between recipients and Fields

Each recipient involved with an agreement is assigned a signer index number. This index number
is required to associate the recipient with the fields they have authority to add content to (such
as a signature field).

Recipients acquire their index number based on the stack order on the Send page. The recipient
at the top of the stack is 1, the next recipient is 2, and so on. This index number can be seen
when the agreement is configured to"Complete in Order”, but is still present when the work
flow is “Complete in Any Order”.
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When building a recipient flow in the workflow designer, the signer index is assigned following
the rules:
» Top to bottom

* Lefttoright

In the example below, the Signer and Co Signer are at the top of the stack.
* The “Signer” is the left most recipient at the top, so is assigned index 1

* The “Co Signer” is also at the top, but to the right of the Signer, so is assigned index 2

In this use case, it doesn’t matter which physically signs first, so they are inserted into a parallel
signature flow. However, the signature index is rigidly enforced to ensure the Signer applies
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their content to the correct “Signer” fields, and the Co Signer only has access to their assigned
“Co Signer” fields.
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The “Sales Rep” signs third, after both the Signer and Co Signer are done.
The “Exec Approval” is requested fourth, after the Sales Rep counter-signature is in place.

Note: The recipeint names “Signer”, “Co Signer”, “Sales Rep” etc. have no bearing on the field
assignment. These are just admin defined labels used for user clarity in the workflow template.

The above designer recipient flow will produce a Send page template that looks like the below.

(On the Send page, the stack order is more apparent, though the index numbers are not
exposed.)
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Service Contract 2008

When authoring a form with Fields, each field is explicitly assigned to a signing index (ignoring
“Anyone” fields for the moment).

In the Adobe Sign authoring environment, this is done by selecting a Participant, and placing
fields For that participant.
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Each participant is colour coded to keep a visual distinction between what fields are assigned to
each participant.
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Creating a custom workFflow

Only administrators can create workflows. Account administrators can create workflows for
their entire account or for specific groups within their account. Group administrators will be able
to see all workflows, but can only edit the ones in their group.

Creating a workflow consists of defining the following information:
» WorkFlow Info—Define the workflow itself, which includes naming it, entering custom
instructions for the senders using it, and granting permissions to use it.

« Agreement Info—Define and customize the agreement information that displays on the
Send page.

» Recipients—Create a routing by adding recipients (signers and approvers) in the required
signing order.

« Emails — Specify emails to be sent to different participants at different steps of the signature
process.

« Documents—Specify which documents should be included in the workflow

» Sender Input Fields— Define fields that senders can use to input information when sending
the agreement. The send input information is merged into the agreement before it is sent to
the signers and approvers.

Required fields are identified with a red asterisk. Some field labels are editable as indicated by
the pencilicon, for example Agreement Name:

Agreement Name* & by Contract Name* & I

Editable label

Click the pencil icon to enter a custom label. This label will display on the Send page when the
workflow is used to send a document. To revert back to the original label, click the revert icon
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WorkFlow info

1. Login as an Account Administrator and navigate to: Account > WorkFflows

Home Sand

Kristing -

Workflows =

w i e § published veorifiows.
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Hame a Group St Last Modification
Consaliant Agreement Werkflow Eales Pt [=2 1 T
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2. Click the Create a New WorkFlow button to open the WorkFlow Designer.

Workflows o

ou b 1 publabed workliows.

Q @E

Creale a Now Workliow
Name o Group Status Last M
Consuliant l"s":f""c-"'. Workfiow Sales At DA/ 2meG
Do Workflow Algroups  Draft DAiDaME
Mg Hine Workfiow Al grouges Drafy D442

3. The Workflow Designer opens and the Workflow Info panel displays

Worklow Desigoac | e Wk Can) Gom
#ﬂ. Workflow Mame® Actieate Tor
(]

Brer Wk kv ) AN s
Workflcw Info [

Irstruction for Sender

=] Entes instruction for sende

Agreement Info

o
Co

Ruschpiafity

)

Ermaits

Ce

Dcuments

Ce

Sander Inpit Faskdi

In the WorkFlow Designer banner, the default name of the workflow displays (e.g., New
Workflow).
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The dot next to the workflow name indicates whether the workflow is draft/inactive (grey
dot) or active (green dot).

The following controls are located to the right:
* Close—Click to close the workflow

» Save—Click to save your changes
« Activate/Deactivate—Click to activate (or deactivate) the workflow for the selected
group

In the WorkFlow Info page, enter the following information:

* Workflow Name—Enter a name for your workflow. This name displays in the Workflow
Designer banner, in the Use a Workflow drop-down on the Home page, and at the top of
the Send page when the workflow is used to send an agreement.

 Instructions for the Sender—Enter instructions for using the workflow. These
instructions display on the top of the Send page when the workflow is used to send an
agreement.

» Activate For—Specify who can use the workflow. The options are All groups, or the
groups within your account

Note: /nstructions can be added using HTML tags. The following html tags and their attributes
can be used in the instructions section: <p>, <br>, <b>, <i>, <u>, <ul>, <ol>, <li>, <img src="fully
qualified path”>, and <a href="fully qualified path”>

Workflow Name® Activate for*

Househaold Product Contract Warkflow

Instruction for Sender

Please follaw the fields on the left r

Click Send when finished
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Agreement Info

1.

Click Agreement Info in the left rail

ST A g — o) =) D
e %,

In the Agreement Info section, define the agreement information as it should display on the
Send page for the sender:

Agreement Name—Enter the name of the agreement. This name displays on the Send
page when the workflow is used to send an agreement and in the “Please sign/Please
approve” email heading. This field is required and the label is editable.
Message—Enter a message for the recipients. This message displays on the Send page
when the workflow is used to send an agreement. This field is required and the label is
editable.

CC—If needed, enter the email addresses for cc'd parties. Email addresses must be
separated by either a comma or semicolon

Minimum—Specify the minimum number of email addresses that can be included for cc.
Maximum— Specify the maximum number of email addresses that can be included for cc.

Editable—Enable this option to allow senders to edit the workflow cc addresses on the
Send page.

Recipient’s Language—The Sender can use this to specify the language for the recipient.
This setting defines whether or not the language selector displays on the Send page and if
so, what default language should display.

Send Options
» Set password to open downloaded PDF—Enable this option to allow the sender to
specify a password for a downloaded PDF.
 Setting this option will also set the Signer Verification to Password, and will use the
same password value.
¢ Required—Enable this option to always require a password for the downloaded PDF.
If this option is set, senders cannot disable it on the Send page and must provide a
password.
» Completion deadline—Enable this option to allow for the specification of a completion
deadline on the Send page.

» days to complete the agreement—Select the default number days the recipient(s)
have to complete the signing process. The number of days specified is always
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editable on the Send page.

* Allow authoring of documents prior to sending—Enable this option to allow senders to
modify document form fields in the authoring environment using the Preview option
on the Send page.

* Enable authoring by default—Enable this option to automatically enable the Preview
option on the Send page.

Agreement Name* & Recipier
Household Product Contract Do not:
Message* & Send Of
Please review and sign the contract. If you have any Set

questions, please contact me. [ ]

[] Com

Recipients

1. Click Recipients in the left rail to access the Recipients Routing section

Workflow Designer New Workflow

ﬂ_ﬁé Recij

Workflow Info

@

Agreement Info

r(-' |
\._{_}

o)
Co

Recipients

E)r“ Unit Manager

2. Inthe Recipients Routing section, you can specify the recipients and the routing order per
your requirements. You can build very complex workflows with serial, parallel, hybrid, or
nested hybrid routing. The following instructions highlight the functionality available for
Recipient Routings.

* To add another recipient before or after an existing recipient:

* Click the addicon
» Select the role (all roles enabled for the account will be available) you want to insert
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Recipients Routing™ Recipients Routing™
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» To specify a parallel branch, click the add icon above a recipient and select Parallel
Branches.

Recipients Routing® Reciplents Routing*

— 3 W

f:' Parallel Branches

&y Reci Chy Sgner
ps . & rever & s
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* To delete a recipient, cursor over the recipient bubble, and click the delete icon

Recipients Routing*

» To customize a recipient, cursor over the bubble and click the edit icon

Reciplents Routing®

4
G
CQ& [ — Recivient & w
Email
Thirk ricigueert i the suender
Mtk i recigrient groug
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Identity Authentication
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When editing a Recipient, you can configure the following:

Recipient Label— Customize the label for the recipient. For example, change the
default Recipient label to Buyer.

* The labels for recipients must be unique within a workflow

Email address—Enter the default email address of the recipient

This recipient is the sender - When checked, the sender will be inserted as the
recipient

Mark as recipient group - When checked, the recipient will display as an empty

recipient group for the sender during the send process. The sender must configure the
email addresses for the recipient group

Role —Update the recipient’s role (Signer or Approver)
Required —Enable this option if a signature from the recipient is required

Editable —Enable this option to allow the sender to update the email address for this
recipient on the Send page

Identity Verification —Select what type of identity verification is required for the
signer

* None, Adobe Sign, Phone, KBA, Password, and Web Identity are the possible options
* Only the options that have been enabled for the Adobe Sign account will be visible

Note: Enabling the password as identity verification will add the same password to the
Document Security, preventing viewing the PDF until the password is entered.

Be sure to click Save to save any recipient configurations made.

Below is an example of Recipients information and a routing where the labels for both
signers (Buyer and Sales Director) and for the approver (VP Sales) have been customized.

i !

Emails

1. Click Emails in the left rail to move to the Emails section
In the Emails section, you can control which emails are sent during the signature and
approval process based on various events.

For example, you can specify that notification emails be sent to recipients and CCs when an
agreement is cancelled.
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Workflow Designer
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2. Check the boxes for the events you want to trigger an email notification

Documents

1. Click Documents on the left rail to move to the Documents section

Wil Dusisgroes

------------

Terreiay

Becumant Titls® Fils Becumant Mams () Add Docurat

(=) (=) D

2. nthe Documents section you can configure the following
» Document Title—Enter a title for the document. This title displays in the Documents area
of the Send page when you send using the workflow

* Files—Click the Add File icon to attach a document from your Adobe Sign library. This
document is automatically attached when you send using this workflow

* If nofile is selected, the workflow allows the sender to provide a file when sending the
agreement

» Ifadocument is flagged as Required, then it will be attached automatically to the
agreement when the workflow is initiated
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» Delete File - If you attach the wrong Ffile, you can click the delete icon (X) next to the File
name to remove it

* Document Name —Enter a meaningful name that identifies the document for the sender.
The name of the uploaded library document is defaulted, but can be overwritten

* Required —Specifies whether the document is required

» Add Document—Click the Add Document button to add rows for additional documents
» Document titles must be unique values

* Delete Row—Click the delete row icon (X) to delete the entire row

3. Below is an example of a configured Documents section:
Document Title® Files Document Name (F) Add Document
Centracy _-r,;‘; Hemneheld Products Sale Household Products Sales Con.. B quire:
ddendum i el
Sender Input Fields
1. Click Sender Input Fields on the left rail to access the Sender Input Fields section.
These input fields are mapped to form fields defined in the documents that are attached
(either as part of the workflow design, or as a sender uploaded File).
The sender can use these fields to prefill content prior to sending the agreement to the
recipient.
‘T’%\a d i ' betasts vl (%) Add Field
e e w |
B
]
Co
Es
IDE.
Lo
2. In the Sender Input Fields panel, click Add Field

Field Title® Document Field Name* Default value (f:l Add Field

ed [l W4

Then for each row added, you can configure the following:
» Field Title—Enter a title for the Field. This value will display on the Send page for the
sender to reference
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Document Field Name—Enter the field name for a field on the attached library
document

» The field name entered here must match the form field name in the document
Default Value—Enter a default value, if any.

Required—Enable this option if a value for this fField must be entered before the
agreement is sent

Editable— Enable this option to allow the sender of the agreement to modify default
value

Click the delete row icon (X) to delete the entire row

Field Title® Docwment Field Name® Default Value @ Add Field
Prehuct Name prohuct Roegquine ity
Quankly quantity 5 Rexuined
Total Lot 1otal
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