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Adobe Sign

Welcome to Adobe Sign!

Before you begin using Adobe Sign, we've got some basics to run through. The purpose of this
guide is to get you familiar with Adobe Sign and the functionality available to you as a user.

This guide covers all the important processes in Adobe Sign and familiarizes you with the user
interface. The Adobe Sign Help system provides more in depth information where needed. If you
are connected to the Internet, you can click on the links in the blue boxes that begin with the text
“Additional information ..." to view the related help topics.

Note: Where applicable, features and functions specific to Adobe Sign - Business, Adobe Sign -
Enterprise, or both are noted. This guide documents the features and functions available
at the highest level of license agreement, Adobe Sign - Enterprise. To determine your
license type, go to My Profile. If you have questions about the features available for your
license, please contacts your Client Success Manager or Adobe Sign Support.

Adobe Sign is a highly customizable application with a wide range of features that may or may
not apply to how you do business. Your account administrator or group administrator may have
disabled some of the options described. If you have a need for something you don't see available
to you, contact your group or account administrator. Our service supports different configurations
for different groups so even if it's best to have a feature disabled for one group, it's possible to
have it enabled for another.

By the end of this guide, you'll be familiar with all of the standard “send” workflows in Adobe Sign
as well as how to manage your agreements, and how to generate reports so you can stay on top
of what's complete, and what is still pending.
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Personalize your Account

When you first log into Adobe Sign, take a minute to review your personal user information. This
information is used in several templates, so it's important to ensure it is correct.

e Mouse over your name in the upper-right corner to open the menu, and click My Profile

Dashboard Send Manage Reports Casey =
Hello, Casey What would you like to do? i E|
Quick Start Guide {I:J
Get a Signature Your Activity for This Month e, Waiting For M Sign Out

Get a Document Signed
Get a signature in seconds

The profile page shows the specific values that Adobe Sign will use when personalizing any of
your transactions. Of particular interest are:

e Your full name - Used in email communications and for your default typeset signature

e Your job title - Automatically populates if you ever have a Title field to fill in

e Your company name - Reflected in email communications, this should be the full legal
company name

e Time Zone - Time/Date stamps will be cast in your time zone for better clarity when
running reports.

If you need to adjust any of the content, click the Edit button, make the required changes, and
then Save your edits.

Dashboard Send Manage Reports Casey
Q My Profile &
Persenal Preferences ~ Casey Jones
My Profile Railroad Man Plan Adobe Sign - Enterprise
Access Tokens ey ones Group Name Default Group (7)

Phone Number 555-555-1212 ~ )

Email Casey@caseyjones.dom
eFax Integration i (hange Ermail Addrace
Fax Area Code 888 (Toll Free) Change Email Address

PR Time Zone (GMT-08:00) Pacific Time (US & Canada)  Password

Change Password
My Email Footer .
:
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After configuring your personal information, take a quick look through the other personal
preferences you see listed on the left side of the screen. These options are specific to you as a
user, and may be useful automations:

My Profile - Your personal identifying information
Access Tokens - If you are a developer, this is where your API tokens are defined and
listed
Twitter Integration — Send a Tweet every time an agreement is completed!
My Email Footer - Add a custom (plain text) footer to the bottom of your email
templates when sending new agreements
Auto Delegation - Automatically delegate any Adobe Sign agreements sent to you for
signature to the named party. Similar to an “Out of Office” forwarding process for Adobe
Sign agreements
My Events/Alerts — Configure which types of events/alerts you want Adobe Sign to notify
you about, and how you want to be notified. You can get real time email, or log the event
and set up reporting on a daily or weekly cycle. (Events are triggers when something
happens. Alerts are triggered when a time interval passes and something doesn't happen)
Shared Events/Alerts -If another user’s account is shared with you, you can customize
which of their events and alerts you'd like to be informed of
My Signature - Upload an image of your signature and initials. PNG files work best
Language Preferences - There are two settings to consider under this heading:

0 My Language Preference - This setting allows you to define the language used

for you within the Adobe Sign web application.
0 Signing Language - This setting defines the default language used for the email
notifications and the recipient's guided signing experience.

View Other Accounts - If you need to view the agreements on another user's account,
you can request that here. A list of all viewed accounts will be enumerated. This is a “read
only” perspective
Share My Account - If you need to share your account to another person, you can
specify who can see your agreements here. Sharing your account is a view only. The
viewer cannot sign, cancel or delegate
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Page by Page Overview

Dashboard Page

The Dashboard is the first page that most users will sign in to. (The Send page is the other option
as configured by your account administrator.)

B sdobesign @
Dashboard Send Manage Reporis Jeanie -
Helle, Jeanie What would you like to da?

Get a Signature Your Activity for This Month R s Waiting For Me
Get 3 Document Signed Agrwrrarrh {ompbrivd Mrdan T o Comgpleie 1 waiting lof me to sign Sas All

Gt & signaduit in deconds

Send from Library = a : o
’ F a it Eon 2 O
Solect 3 document T ] B ':'! f04 " (F‘: % 130 Recent Events AL
2%

&0 min « Wou cancelled MDA [Today a1 82048 Add)

Additional Functions n } i progress Cow All & il canceied Mesw Hire Packet [Today 1

& B 759 AM)

* Ny Hire Packe T }

fdd Termplate 1o Library onad ternifdor | & Mow Mg Packel was sanl o
Store frequently-used templates odrte 0 wolh foe sigroture [Today st

& 2 x Fal AM)

. Property | send remindss )
Create Widget R
3 ompletod
Embied a signable document
Wiew Repors

Onlby | Sign
Chor P R .
Segn arrything you've been sent Account Sharing *
Archive a Dooument Recent Alerts RO
Uiplosd o yous Soooumt
Megs Sipn b

Send o many people at once

The Dashboard is a view composed of the following sections that give you quick view and access
to most of the Adobe Sign features:

e Get a Signature - A quick link to the Send page with the additional option to start the
process by attaching a Library document or start a Custom Workflow (if enabled for your
account).

e Additional Functions - A list of “special” workflows (all detailed later in this document)
0 Add Template to Library — Allows you to create a document or field template for

repeated use. Templates can be saved for personal use, group use, or available to the
entire account
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0 Create Widget - Widgets are documents/forms you can link to or embed into your
website that allow customers to generate a signed document. For example, a
membership application or a registration form on your website

0 Only ISign - Used when you need to apply your signature to a document, and then
send that signed document to another party. For example, filling out tax forms or
permission slips

0 Archive a Document - Allows you to upload a document to Adobe Sign to be stored
in your account, so you can access it on the Manage page in the Archived section

0 Mega Sign - A workflow that allows you to send a document for individual signature
to hundreds of people. Each person gets their own discreet agreement requesting just
their signature. For example, Annual Code of Conduct agreements

e Your Activity for This Month — Two dials that reflect your personal metrics for the
current calendar month. One shows the percentage of agreements sent this month that
have been signed, and the other shows the average time (in minutes) that each
agreement took to sign.

e Recent Alerts - If you have configured your Events/Alerts preferences to log Alerts, they
will be posted here.

e Waiting for Me - A listing of the agreements waiting for your signature or approval.

e Recent Events - If you have configured your Events/Alerts preferences to log Events, they
will be posted here.

e Account Sharing / Switch to shared account - If you have another user account shared
to you, it will be listed here so you can easily review those transactions
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Send Page

The Send page is where you create new agreements. The page is divided into four sections:

e Recipients - Recipients are the people that you need to interact with your agreement.
There are three types of “Recipients”:
0 Signers - People who are required to apply at least one signature on the agreement
0 Approvers - People that are expected to approve the agreement, but are not
required to apply their signature on it
0 Delegators - People that are expected to specify who needs to sign or approve.
Delegators do not apply a signature/approval themselves
e Message - Where you define the name of the agreement and a message you want to
deliver to the recipients
e Options - These options help control the agreement
0 Password Protect - You can secure your sighed documents by providing a password
that is applied to the final PDF to prevent unauthorized viewing
0 Completion Deadline - When an agreement has to be signed by a specific date, you
can use this option to automatically cancel the agreement after a specified number of
days
0 Send Reminder - You can set up reminders on a daily or weekly basis to be sent to
the current active recipients
0 Recipient's Language - The language you choose is used in the recipient's emails
communication and on the eSign page
e Files - This is where you select the actual documents you are sending for signature
Recipients
Completein Order (_JD) Add Me | Add Recipient Group
6}, =
Show CC
Message
Options
Peasie reviw dind Cimnplets Wik decuat Pacswiond Protect
Completion Deadline
Files Add Files 3 days
to complete this agreement. Agreement
Drag & Drop Files Here expires after Feb 2, 2017
Set Reminder
Signature Type
@ Electronic Written
Preview & Add Signature Fields Reciplents Language
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Manage Page

As a sender, recipient or even as a CC'd party, if you were a participant with an Adobe Sign

agreement, it will be available on your Manage page. As a portal to all agreements tied to your
user, the page is designed with two goals in mind: find the agreement you want to examine, and

performing management tasks for that agreement.

The main body of the page is the listing of your agreements, divided into collapsible sections
roughly based on their current status (Out for Signature, Signed or Cancelled) as well as any

documents uploaded to Archive, created as Widgets or saved as templates in your library.

Filters at the top of the page will help locate your individual documents and tools down the right

side will give you access to view, share and protect the document.

. Adobe Sin
Dashboard  Send Manage Reports
Filtes by Mame or Company * | | Filter by Dooumsent Status L
Mama Company Dsocurment Tithe Date
~ Walting For Me to Sign (3)
Scoft Carber EchioSign, Ind MDA CEASTANS
Casiry jonss Casey Jorers inc Empioyes Redease of Rights to Int., CENS016
w Ot bor Signature [2)
ot Adobse Spstems Ind Mew Hire Packs] CRMS TS
C sy jones Cany Joned Ind Py Hire Packst CRASTHNE
w Siened (3]
Willkam Faubcred Adobse Systemd ine . Emnployes Rilesse of Rights to Int_ CRAS2016
LT g Adobe Systems Inc . Employes Ridease of Rights to Inl_. 0852016
Soofl Carted EchoSign, Ind Pt Hire Packe CRNSANE
~ Cancelled /Declined (2)
soothg Adobse Systems nc . NDA DRAS0E
shjoden Meew Hire Pacioet DRASSANG
w Archived (3) Upioad Agreements

w Library Templates (1)

Document Template Send | edit

w4

19 Form

Meirw Hire Pacioet

DEMNSTINS

CRNSINE

C&NSIOE

e Ty L8[

lEanie -
2
o pring G Enlarge & PDF () Decline
N Modity Agreemient
Frosm: feanie Jones [Lasey Jones IngC)
Toe Soott Carter (EchaSign, inc)
Diavbe: DEMS/209E, B:04 AM
Status: Walling For M to a-3ign
i
4
a2
=
_?
=2
s = A
. g -
]
re - |
=
[-%
= g
g
=
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Reports Page

Regularly scheduled reports can help you quickly assess how your documents are progressing,
and where your attention is needed. Reports can be custom designed to trigger any day at any
time to include the scope from all agreements to only documents with a specified name.

B ~dobe sign @

Dashboard Send Manage  Reports leanke =

My Reports

Craate a minw repoet

B Agreements Last Month

Settings (Edit) Sehuisdule (Edit)
Diate R ange August 1, 2096 - August 31, 2006 (this month) A cofry of thix report i went 10 Soolt Cartér on the 199of the masnth ot 12-00 AM
Datliee Rapart

Agreements Last Wieek

Agreements This Month Last rum o August 15
Agreements This Week Lat run one Ausgust 15
B Your Activity for This Month ﬁ‘ Last rum on: Auspust 15

Latogt | Ergmt U5 v & X Achabe Syshormss incorported. A nghts resorwed.  Tems Prvacy Cooldes - Covmames Descloose T

Agreements Last Month

Laest rum ofc August 15 Update repont with coment dats

B saveReport [ shareReport ] Schedule Repont B ExportReportData o Printer-Friendly Report

Date Range: Augustl, 200 - August 31, 2006 (this month)

Edi Settings

Agreements Compleled: 50% Madian Time to Complete: 6.0 minutes
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Sending Agreements

Sending documents and collecting signatures and approvals is what Adobe Sign is all about!
Every customer has different requirements regarding who needs to interact with the document
and in what order, so there are a number of workflow features available in the Send page
interface you should know about.

B Adobe sign @
Dashboard Send Manage Reparts Account Caspy -
Reciplents
Complete in Order [:l led i Add Me  Add Reciplent Group | £
4';5" " felark@gmailcom =] = Email D
ff?‘ severtonea@gmailcom (=] = Email E’:}
&r - mmithers@gmailcom =] = Emai o
fj 5 |rr|.|r‘.'||-_-".'5-'.|||.'|.i-:|:|11 EI *  Emaill -I;_:]l
Sty L
Message
Options 7
Pease resiew and complete this document Password Protect
Completion Deadline
| Se1 Reminder
Files B Flbes
) : Recipients Language
Drag & Drop Files Here
English: LS v
Preview & Add Stgnature Fupids
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Recipients Section

Sending an agreement starts with defining the recipients and the order in which they gain access
to interact with the document.

In the Recipients section, the very top switch asks you select the basic signature order:

Recipients
D Complete in Any Order Add Me | Add Recipient Group

£r - fclarke@gmail.com -+ Email &)
g}’ - severtonea@gmail.com = Email @
Q}' ~  rsmithers@gmail.com ~ Email @
£¥ - jmartinez@gmailcom - Email ©
Q, -

Show CC

When Complete in Order is selected (as shown above), a sequential signing process is
observed from one signing step to the next and recipients are numbered to indicate the
exact participation order
0 Within the sequential steps, it is possible to define steps that allow:

» A subset of signers to sign in parallel (Hybrid Workflow)

= A group of people, any one of which can participate on behalf of the entire group

(Recipient Group)

When Complete in Any Order is enabled, parallel signing can take place and recipients are
not numbered to indicate that there is no specific participation order.

To the right of the signature order switch, you will see two links:

Add Me - Click this link to include yourself as the next recipient in the participation order
Add Recipient Group - Click this link to create a group of recipients where one needs to
participate on behalf of the entire group. For example, create a group for the HR team,
where only one person from HR actually needs to sign the agreement.

Note: To change the order of the recipients, you can click and drag the recipients to the correct
stack order, or you can directly edit the numbers and the stack will adjust accordingly.

Adobe Sign User Guide
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Each recipient is created with five elements:

Reciplents

A

Message

B C D E

A. Participation Order - When Complete in Order is selected the participation order
provides a clear indication of when each recipient will interact with the agreement
B. Role - What do recipients need to do when they interact with the agreement?

Signers (default)- Recipients that are expected to apply at least one signature
Approvers - Recipients that review and approve the agreement, but may not be
required to sign

Delegators - Recipients that are expected to know who needs to sign or approve.
Delegators can't fill out any information and can't sign or approve.

C. Email address - This is the recipient’s identifying email address and is used for all email
communication with the recipient, including the request to sign.
D. Authentication Methods - How should the recipient be vetted?

Email (default) - Authentication is based on access to the email box

Password - A sender generated alpha/numeric password that has to be
communicated to the recipient out of band

Social - Authenticate using a third party social network like Facebook or LinkedIn
KBA (USA only) - Knowledge Based Authentication requires the recipient to enter
their Social Security Number and then generates a number of non-trivial questions
based on public databases

Phone - Requires the sender to supply the recipient's phone number so an SMS code
can be sent when their signature is needed

E. Private Message (optional) - The sender can supply individual instructions to each
recipient which appear when the recipient is viewing the agreement

The Show CC link under the recipient list exposes a field where you can carbon copy (CC) any
email address that you want to view the agreement, without them having signing/approval

authority.

Adobe Sign User Guide
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Hybrid Workflows

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.

Recipients

Complete in Order I:j
gr - icarkeg@gmailcom B~ ¢ ':"
£r T Myself B~ E e
:'Efl" T Elmoeg@hyDomaindam D vk E_--J
-l":}“ - myeziplba@ My Domaindom D i I::-:\
' T Manager@MyDomaindom & - =
2

For example, in the above image we have a three step signature cycle:

o Step1is 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.

e 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.

e Step 3 is another individual 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.

Recipients

Complete inOrder (D Add Me  Add Recipient Group

gy = fdarke@gmailcom B2~ Ema f.:*
£y = Liuirald ESl = Email =1

Complete in Parallel
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Recipient Groups

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.

Recipients

Complete in Order (I

""’ = johnDos@hyHomedom

i@ jupiterdom X
Ganymede@lupiterdom =
Callistoi@upiterdom

Ganymede@upiterdom =

For example, in the above image you can see a three step signature cycle:

e Step1(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

e Step 2is 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

e Step 3is an individual 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.
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Message Section

The Message section contains two fields that can dramatically improve your success.

Message Message Template -

Please review and complete this document.

The Agreement Name field allows you to enter any string that will identify the agreement. This
string will populate in the Subject line of the recipients’ email (highlighted in yellow below), and
also as the name value on the Manage page. Providing a unique and meaningful agreement
name will help your recipients identify your email more readily, and can improve your ability to
search for the agreement if needed.

Note: If no agreement name is entered before a document is attached, the agreement name will
adopt the file name of the first file attached. This value can be edited until the agreement is sent.

The _ is a plain text field where you can enter any instructions or comments
that are warranted (highlighted in green below). This message appears on the Please Sign email

sent to all recipients (unlike the Private Message which only appears for the recipient it is
configured for).
52 Reply 22 Reply All £ Forward G5 1M
Casey M. Jones <echasign@echasign.com=

Please sign This is the Agreement Name

m Adobe Sign

Send. Sign. Done,

Casey Jones Has Sent You
This is the Agreement
Name to Sign

Casey M. Jones {Adobe Systems Inc) says:
“This is the body of the Agreement Message™

Click here to review and sign This is the Agreement
Name.

After you sign This is the Agreement Mame, all parties
will receive a final PDF copy by email.

If you need to delegate this document to an authorized
party for signature, please do not forward this email.
Instead, click here to delegate.
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Message Templates

Enterprise level customers will have access to Message Templates which are configured by your
Administrator. Message templates are directly tied to the Recipient’s Language feature in the

Options sections, so when you select “Spanish” from the language drop-down, all of your Spanish
templates will become available.

Message

Message Template -

f - Options e
Spanish NDA & Saludos y Bienvenidos! Estamos password Protect
encantados de extender esta oferta de
Spanish IP Waiver empleo para la posicién de Operaciones de [ ] Set Reminder
Spanish New Hire Packet Ventas con Global Corp. Por favor revise y

firme este resumen de términos y = .
: Recipients Language
condiciones para su empleo esperado con

nosotros. Spanish "'

Note: If you have a language selected that has no templates tied to it, the Message Template
option will not be visible on your Send page.
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Options Section
The Options section allows you to better control the agreement after it has been sent:

e Password Protect - Require recipients to enter a password to open and view the signed
PDF file. This password is defined by the sender and would be communicated out of
band. Adobe Sign does not record this password, so don't forget it!

e Completion Deadline - Set the number of days after which the agreement expires and
can no longer be completed.

e Set Reminder - Set the frequency (daily or weekly) of reminders to be sent until the
agreement is completed. Only the current recipients will be notified

e Recipients' Language - Select the language to be used in emails sent to recipients and
during the signing experience.

0 This setting also defines the visible Message Templates if your account is
configured to use them.

Message

Options

Files Add Files

Drag & Drop Files Here

Adobe Sign User Guide
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Files Section

The File section is where you attach the documents to the transaction.

Adobe Sign will combine all documents into one inclusive PDF agreement for the signature
process, and will build that PDF based on the order that the documents are listed. Documents
can be rearranged by clicking and dragging one document to a new list location.

Files can be attached from the Adobe Sign library, Google docs, Box.net, Dropbox, uploaded from
your local system using file search, or you can drag and drop a file anywhere on the Send page.

File types allowed are: Word, Excel, PowerPoint, WordPerfect, PDF, JPG, GIF, TIF, PNG, BMP, TXT,
RTF, HTML

Select Files

Library Documents
My Computer
Cloud Storage
Box

Dropbox

Google Drive

Choose Files from My Computer

Preview & Add Signature Fields

Just under the Files list you will see the Preview & Add Signature Fields check box. This option
allows you to open the documents that you upload and place form fields as needed on them.

You should place at least the signature fields, but there are many other fields you can use to
build complex forms if you like.

Note: If no signature fields are placed, Adobe Sign will automatically add a new page to
accommodate the signatures at the end of the document.
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Sending an Agreement to One Recipient

Sending a document to just one recipient is one of the most common agreement workflows and
a great way to learn the basic process. All you need is:

e The recipient's email address
0 This email must be different than the email you log in with (you cannot send to
yourself)
e A document or file that you want signed

1. Navigate to the Send page by clicking the Send tab, clicking the Get a Document Signed
link on the Dashboard page, or by selecting a library document and clicking the Start

button
Dashboard Manage Reports Casey
Hello, Casey What would you like to do? arch document ts & not
Get a Signature Your Activity for Last Month Ko Waiting For Me o
et a Document Signed : Median Time to
et a signature in seconds S Complete

0

Send from Library

50 6
25 75 30 ™., 90 -
Select a document v F,_ f ﬁ Recent Events FRC
0 H- t‘ 100 0 - 120

= |nline Images was viewed by

iti i 50% 2.0 min. scott@adobe.com (Jan 30, 10:40 AM)

Additional Functions
2in progress See All * FailingTags was viewed by Scott Carter (Jan
+ 11,5:33 AM)

Add Template to Library &3 2 completed See All

SHote Wequesily-used tomplites View Reports... = test2 was e-signed by Scoft Carter (jan 10,

700 AM)
Create Widget

: test external cc attach was e-signed by foo
Embed a signable document

Recent Alerts FRAO (Jan 10, 6:47 AM)

Only | Sign

Sign anything you've been sent

More...

= Inline Images has not been signed as of Jan

Archive a Document SRR
Upload into your account Aore...

Mega Sign

Send to many people at once
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2. Configure the recipient:

A. Email address—Enter the email address of the recipient

B. Role—Define the role as either a Signer or Approver
0 ASigner is required to provide a signature, an Approver is not

C. Authentication—Email authentication is the default, and the minimum required to
obtain a legal signature

Recipients

Complete il@ () 0 Qﬂd Me Add Redipient Group

o Q’ T jeanie@caseyjones.dom B ~ Email Q

£¥ ~  Enter recipient email

3. Under Message, enter an Agreement Name and Message as needed.

Message

My Example Agreement

This is an example agreement that I'm sending to practice the Adobe Sign workflow...

Have a nice day!
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4. Under Files, you can drag & drop one or more files from your computer into the Drag &
Drop Files Here area or click Add Files to open the Select Files dialog. From this dialog,
you can access all the source documents that are enabled for your account.

Files Add Files
L= Test Word Doc.docx

/' , Test PDF Doc.pdf

| Test PNG Doc.png

Drag More Files Here

Preview & Add Signature Fields
_

Note: The document order can be altered by clicking and dragging the documents up or down.
To delete a document from the list, click the X on the far right.

5. Under Options check and uncheck each option to see the full feature and what is included
in each option.

e Password Protect - Require recipients to enter a password to open and view the
signed PDF file.

e Completion Deadline - Set the number of days after which the agreement expires
and can no longer be completed.

e Set Reminder - Set the frequency of reminders to be sent until the agreement is
completed

e Recipients' Language - Select the language to be used in emails sent to recipients
and during the signing experience.

6. Enable the Preview & Add Signature Fields option. Enabling this option launches the
Authoring experience to review the document and place form fields.
7. Click Next.
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8. When the Authoring page displays, click in the right rail tabs to display the available field
types, then place the required fields by dragging and dropping them on the document.
e Place at least one Signature field.

B idobe sign )]

Dashboard Send Manage Reports Jeanie

Alignmient I7E Reelative 1o Pag Signatune 1

of whether such information 15 designated as a Confidential Information a1 the tme of its
disclosune

2. The Recipient agrees nol to desclose the confidential information obtained from the discloser
bo armyone unless requined bo do so by law

3. This Agreement siates the entire agreement between the parthes. conceming the dsdosure
of Confidential Information. Ay addition or modification o this Agreement must be made in < )
writing and signed by the parfies. ignature Fields

4. W any of the provisons of this Agreement are found io be unenforceable, the remainder shall
be enforoed as lully as possble and the unenforceable provissn(s) shall be deemed
modiied 1o the imited extent requaed to pemil enlorcement of the Agreement 85 a whode.
WHEREFORE, the parties acknowiedge that they have read and understand thes
Agreement and voluntanly accept the dubes and obgations set forth herein.

E-shgn by Sook

Recipient of Confidential Information i anfidential Information

Signer Info Fields

e Dta Fields
More Fields
Date Date
Stamps
el ebkal
Save 1o docurment Bbeary

Note: The authoring environment can get complex quickly. It's worth your time to experiment
with if you will be building forms, and is detailed later in this document.

9. When finished, click Send.
Notice that you have the option to Save to document library just above the Send button.
If you have built 3 document that you will use repeatedly, check this box to save the
document to your library with the fields already embedded. You can edit the template at
a later date if needed.
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10. When you see the confirmation page, you have several options:

e Change alert settings — The default alert settings are listed on the confirmation page,
and this link will allow you to change those alert thresholds for this individual
Agreement

e Send Another document - This link reloads the Send page, ready to configure a new
Agreement

¢ Go to the Manage page - This link will load the Manage page

e Modify Agreement - This link will allow you to change the files attached and/or the
file order on the Agreement

B ~dobesign @

Dashboard Send  Manage Reports jeanie -

"My Example Agreement” has been
successfully sent for signature

Reminders
A daily reminder will be sent to all recpients who have not yet signad

You will be aler

as not been viewed by tnday at :33 AM
nas mok been dgned by todsy st 5:38 AM
% about 1o expine Aug 25 at 11:59 PM

At this point, the agreement has been entered into the signature cycle and email is sent from
Adobe Sign to the first recipient in real time.

Additional information on sending an agreement to one signer can be found in the Adobe
Sign Help by clicking here.

Sending to Multiple Recipients

Sending an agreement to multiple recipients follows the exact same steps with two notable
differences:

e You have to include each recipient in their own line of the Recipients section, in the order
you want them to sign

e When placing fields, you have to declare which recipient should have access to that field
by double clicking the field, and setting the Recipient value
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Signing Environment

Experiencing the signing process is helpful in understanding the end result of the configurations

done by the sender.

1. An email is delivered to the recipient's email box.
e The subject line will start with Please Sign {The Document Name}
2. The agreement is opened by clicking the link that says Click here to review and sign

{The Document Name}

Please sign My Example Agreement

' Adobe Sign

J -r'l‘:f" f?a thataliion

Meen Dutintars Agreamant

20 e e o et A= e

T N
=

1 o g o v - e ey
B e R L LR
oy p——_—

B e e e — e W e
e et ] P e PR S R

e L e o sk e
mpm g

arw warn

- e

To ensung that you contings recefving our emails, please acd echosigred

ev <echosign@echosian.com>

Send. Sign. Done.

SFDC Dev Has Sent You My
Example Agreement to
Sign

Dev (Adobe Systems Inc) says:
"This is an example agreement that I'm sending to
proctice the Adobe Sign workflow...
Have a nice day!®

Click here to review and sipn My Example Agreement.

After you sign My Example Agreement, all parties will
receive a final PDF copy by email.

If you need to delegate this document to an authorized
party for signature, please do not forward this email.
Instead, click here to delegate.

pohosign. com to your addness book or safe list
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3. The Agreement opens in a browser window, and the Message is displayed for a short
time. If you have a personal message configured for the recipient, that is also displayed as
soon as the page opens.

Other options on the page include:

A. Options - This list includes the options the recipient has based on their role
e | will not e-sign/approve - This action terminates the agreement
e Someone else should sign/approve - The option allows the recipient to delegate

their authority to another individual. For example - a colleague or a manager

e Clear document data - This options will clear all field contents

B. Message - The speech bubble icon will pop-up the messages again

C. Field Counter - This counter shows the number of required fields on the document
that still haven't been filled. Clicking this field will navigate the signer through the
required (not optional) fields available to them

D. Next Field Tab - This yellow arrow can help find the next fields if you are scrolling
through a large document. This tab will cycle all fields, not just the required ones.

B sccbesign B C
Options = My Example Agreement © n

Someons else should sign

I will not &-sign Message from Jeanie jones
Clear dooument data é This is an example agreement that I'm sending to practice the

Adobe Sign workflow.

e

NO“'DiSI Have a nice day!

It s understood and agresd 1o hat e Lossw seos s uoness wouus s s meiamess sy
provide certain information that is and must be kept confidential. To ensure the protection of
such information, and to preserve any confidentiality necessary under patent and'or trade secret
laws, it is agreed that:

1. The Confidential Information to be disclosed can be described as and includes: Invention
descripon(s), techrcal and business information relatng to propietany deas and
mventions, ideas, patentable ieas, trade secrets, drawangs andlor illustrations, patent
searches, existing and/or contemplated products and services, research and development,
production, costs, profit and margin informabion, iinances and fmancial progections,
customers, chents, marketing, and current or future business plans and models, regardless
of whether such information is designated as a Confidential Informabon at the time of its

disclosure.
D Recipient of Confidential Information Discloser of Confidential Information
%
Start
Signature Signature
—

This document only has one signature field, and it is required (as noted by the red asterisk). For
documents with multiple fillable fields, you can tab through them.
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4. To apply a signature, double click the field to open the signature panel
5. Type your name into the top field of the signature panel
Finalizing your signature can be done in one of three ways:
e Type set font (default) - Adobe Sign will apply a script-like font to the name you
enter
e Physically drawn - Using a mouse, stylus, or any other pointer device, physically
draw your signature. Using your finger on a tablet provides an excellent result
e Image - If you have a stamp image of your signature, you can upload it

g &
Type Draw Image
‘ Casey Jones

C&S&E" 7am€5
{ ~_J

6. Click Apply to place your signature in the signature field and return you to the document.

7. Once all of the required fields are completed, click the Click to sign button at the bottom
of the window (you can't miss it)

Click to sign
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Additional information on signing agreements can be found in the Adobe Sign Help by

clicking here.

Note: At the bottom of the Adobe Sign page is a toolbar containing tools for navigating in the
agreement, zooming in or out, and downloading the document. You can hide this toolbar by
clicking the X in the lower right hand corner. To temporarily redisplay the hidden toolbar, hover
your cursor at the bottom of the window, and the controls will reappear.

w
-
a

=

Additional information on using the zoom controls can be found in the Adobe Sign Help by

clicking here.
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Ma

naging Agreements

Managing your agreements is an important part of working with Adobe Sign. Use the Manage

page

to track, process, and customize agreements. Whether it's canceling an agreement or

replacing the signer, these processes allow you to influence the transaction’s progress in the

system.

Manage page structure

The Manage page has a lot of embedded features to explore. For simplicity it can be broken up
into four functional areas:

A. Agreement filters

B. Agreement list

C. Agreement meta-data

D. Agreement tools

. Adobe Sign @
Dashboard Send Manage Reports Jeanie =

iher by Name of Companny ¥ | | Filter by Document STt T | | Filtes bty Document Oranier v

= Pript (2], Enlarge

+ Walling For Me 1o Sign () NEW Madtty Agreomant
From: Jesnis Jones (Casey jones Inc)
Tex Scott Carter (EchoSign, inc )

Casey Jones Empiayee Retease of Rights o int._ 0BMS/2096 Diabe: CAMS/2015, B:04 AM
Satus: Wailing For M o e-sign

ot DBNSI208

Ot for Signature (17)

Sigmed (5)

G (Porponalion D
William Faulioner Adobe Systerms ind..  Employes Relesse of Rights to nt . 087572056

R

[ames jayce Adobe Systema inc..  Employes Redease of Rights to int.. 0852016

M Hire Packost (85208

1P Confract SRS

Canpy pongs inc DA, 0200

Cancelled eclined (2}
scoth Adobe Systems Inc.. NDA 081512086

slddcdewy Rew Hire Packet 0ansi20m

Archbeed [3) Upload Agreemnbs

Reabert Ford Adobe Systerna Ihe WA 0ASI20%6
|- Farm DRNSA0E
Mew Hire Packet QBASI20%6
Library Templates (2)

Docament Template  send | edit MDA QBN

Decursenl Tamplats g chanirmans! orrrares
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Agreement Filters

Along the top of the page we have four tools to help find specific agreements by filtering the lists
below. The drop down lists are dynamically populated from the loaded agreements in the lists.
They are:

e Filter by Name or Company - This is a list of every Name and Company name that has
been entered as a recipient in your agreements. Selecting any item on the picklist will
filter out all other agreements.

e Filter by Document Status - This list effectively collapses all of the status sections except
the one you select.

¢ Filter by Document Owner - Useful if you are authorized to view the agreements of
other Adobe Sign users, this option will constrain the lists to only show the agreements
from the owner (sender) you select

The text field on the far right allows you to search for any string that would be a recipient name,
a company name, a recipient email, or the name of the document.

Agreement lists

The main body of the page contains the lists of agreements that you are related to. Every
agreement that involves your email address will be reflected somewhere on the list. Not just the
agreements that you have initiated, but the agreements that have been sent for you to
sign/approve, as well as any agreement you have been CC'd on.

The list is divided into collapsible sections indicating the status of the agreement. Starting from
the top:

e Waiting for you to approve/sign - These agreements are at the top of the list because
they are all waiting for your action

o Draft - These agreements were created up to the point where they were sent to the
Authoring environment, but never sent for signature or approval

0 Click the edit link to open the document in the Authoring environment and
complete the sending process

e Out for Signature/Approval - These agreements are in the signature process and
waiting for other people to sign/approve

e Signed/Approved - Fully executed/completed agreements

e Cancelled/Declined - Any agreement that was cancelled by you, or declined by a
recipient for any reason

e Expired - Any agreement that has been cancelled because it wasn't executed before the
expiration deadline
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¢ Archived - Files that have been uploaded to the Adobe Sign system. These document
are not part of a legal signature process managed through Adobe Sign.
e Library Templates - Any template created by you, or shared to you by someone else in
your group/account
0 The ability to edit the template is reserved for the owner (creator) of the template

0 Clicking the send link will start a new agreement with the template already
attached

e Widget - A list of all Widgets created by you
0 Use the get code link to expose the URL, HTML code or the JavaScript code
0 The edit link will allow you to edit and save the field placement on the Widget

The headers along the top of the lists will sort the contents of each section by single clicking
them. Clicking them again will reverse the sort order.

The individual records contain the following information:

~ Qut for Signature (20)

Casey Jones Casey lones Inc. My Example Agreement B A B osnanome

e Name - The name value will reflect either the name or email address of the first recipient
that is not the sender
0 An email address is used if the recipient has never signed a document through the
Adobe Sign system.
0 Once a name value is entered during the signature process, the email will be
replaced by the name
e Company - If the first recipient has entered a company name, either through a signature
field or by logging in and updating their profile, that company name value will be
reflected.
0 If you do not include Company Name fields in your agreements, this column will
remain largely empty
e Document Title - This is your Agreement Name
e lIconic indicators — There are four icons indicating that additional controls are in place:
0 Notes = - A word balloon icon indicates that there are notes attached to the
agreement which can be viewed by clicking the Notes tab in the tools section
o Reminders # - The bell icon indicates that at least one reminder is set for the
agreement that can be reviewed by clicking the Reminders tab in the tools section
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0 Password Protection & - A pad lock icon indicates the document is password
protected against viewing
0 Field content i - Found only on agreements with form fields, this icon opens a
CSV file that shows all of the field data collected on the agreement
e Date - This date shows the last modified date, meaning the last time the agreement was
updated as a sending event, or a signing/approval event

Agreement Metadata

When any agreement is selected from the lists, the metadata for that agreement is displayed in
this small panel. The included data is:

o= print @ Enlarge & POF @) Cancel

My Example Agreement Modify Agreement
From: Jeanie Jones (Casey Jones Inc)

To: Casey Jones (Casey Jones Inc.)

Date: 0818/20M8, 2:40 AM

Status: Out for e-signature

Replace Signer Upload a signed copy

Message: Please review and complete My Example
Agreement.

Expiration Date: 081972015 Edit

e Name of the Agreement - The name provided to the Agreement when it was created
0 Modify Agreement - If the agreement is eligible to be modified, the Modify
Agreement will appear next to the Agreement Name.
e From - Who sent the agreement (and their Company name if known)
e To - The first signer of the agreement (and their Company name if known)
e Date - The Time/Date stamp for the last modification to the Agreement
e Status - The current functional status of the agreement
0 Replace Signer link - If the agreement will allow the sender to replace the
current signer, a link will appear under the Status. This is useful if you have sent
the agreement to the wrong email, or the current signer is unavailable
0 Upload a signed copy - If the account settings allow for it, a link to Upload the
signed document will appear under the Status. This is useful for the odd occasion
when someone prints the document, signs it, and then mails it back to you
e Message - The original message entered in the Message field
e Expiration Date - This field will display the date that the agreement will self-cancel
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0 Add/Edit - If your account is configured to allow expiration dates, a link to add or
edit the expiration date for the agreement will be available

Agreement Tools

The Agreement Tools panel will allow you to access a few controls to better manage or
understand your agreements.

View - A thumbnail of the agreement in its current state will be shown

Share - Sharing a document with this feature will ask you to enter an email address and

a message, and then email that address a copy of the agreement in its current state as

well as adding the document to the Manage tab of the designated email address

Protect - Only available as long as the document isn't yet completed, this tab will allow

you to establish document viewing protection after the agreement is sent.

Remind - Reminders can be created or deleted after the agreement is sent using this

panel. Additionally, you can send a reminder in real time, or on a specific date.

History - This tab is an inclusive list of all events the agreement has logged, starting with

the Send event, and ending with the final signature event.

0 Audit Report - This link generates an extended PDF report of the agreement

history including deeper parameters like the IP address for each event

Notes - You can add a personal note to any agreement. This note is personal to just you,

and is not shared to any other user or the signer

Q

M3IA

aleys

AJ03SIH pulLRY 1231044

530N
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Quick links to common tasks

Below is a quick reference for the most common tasks you may need to use, followed by a high-

level survey of the manage page itself and the feature landmarks.

Additional information on managing agreements can be found in the Adobe Sign Help by
clicking here. For information on the following topics, click the links provided:

Cancel an Agreement

Setting Reminders

Replace Signer in an Agreement
Modify an Agreement “in-flight”

Set Expiration Date on Agreement
Upload a Signed Copy of an Agreement
Sharing an Agreement

Viewing the Agreement Audit Trail
Change library template permissions
Adobe Sign alternate signing process*

*This process can be used when the Please Sign email has not reached the recipient.
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Reports (Adobe Sign — Business and Enterprise)

The report feature lets you check on how your account is using Adobe Sign. Build your own
reports and gain complete visibility into your document signing process, while seeing how
individual groups or users are doing,

To create a new report, navigate to the Reports page by clicking the Reports tab, then click on the
Create a new report link.

n Adobe Sign New! @

Dashboard Send  Manage Account Casey ~
My Reports
Your Activity for This Month A Feb 3, 2017 6:15:26 AM PST
Language | English: US T © 2017 Adobe Systems Incorporated. All rights reserved. Consumer Disclosure  Trust
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The Create a New Report page displays:

Dashboard Send Manage Reports Account Casey ~

Create a New Report

Creation Date O This Week @) Last Week O This Month O Last Month O Date Range
Users & Groups ®) All Users O Filter by User O Filter by Group
Workflows & Documents @ All Workflows & Documents O Filter by Workflow O Filter by document
Document Name contains ~ || |

Mega Sign [Jinclude MegaSign Agreements

Performance Goals Set your performance goals by specifying thresholds for gauge colors:

% Completed: Green: > |50 % Yellow: »|25 %
Time to Complete: Green:<|60  |Min. Yellow: <90 |Min.
Benchmark Benchmarking Is not enabled for your account. You can opt-in and enable it on the report settings page.
Graph Agreements By [/ Date EAsender A Group [ Form B workflow B4 signature Type
Et Cetera Animation: ® Yes O No Color Shading: ® Yes O No Bar Charts: ®3p O2p

Additional information on creating reports can be found in the Adobe Sign Help by clicking
here.
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Report Parameters

When setting up a report, multiple parameters can be set to customize the results. All of the
parameters described below are available.

Creation Date

The creation date is the time frame you want the report to encompass. This can be one of the
four predetermined time frames (this week, last week, this month, last month) or enter a custom
date range.

Creation Date (O This Week O Last Week (O This Month O Last Month (® Date Range
From |06a’23f‘|9‘|2 to | |
June, 1912 o

oda

Sun Mon Tue Wed Thu Fri Sat

o 11 12 13 14
i7 18 19 20 21

Select a date

Users & Groups

This parameter lets you run the report on specific users or groups. One or more can be chosen
for either, or you can run the report against all users in the account.

Users & Groups O All Users O Filter by User @) Filter by Group

Default Group
HR

Legal Add Selected =
Sales - APAC
Sales-EU < Remove Selected

Sales - NA
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Documents & Workflows

Specific documents can be chosen to include in the report with this option. The documents listed
in this field are the library documents used throughout the account. Individual, one-off
documents will not be listed here.

Workflows & Documents (O All Workflows & Documents (O Filter by Workflow (@ Filter by document

1-9 2016 (Employment Eligibility Verificat...
1-9 2017 (Employment Eligibility Verificat. ..
W-4 2016 (IRS Employee’s Withholding ..
W-4 2017 (IRS Employee's Withholding ...
W-9 (Request for Taxpayer Identification... < Remove Selected

Add Selected >

[] show deleted library documents

Document Name

This parameter is used to include or exclude documents that contain or do not contain a given
variable. You can choose to include or not include the string entered.

Document Name contains v | |

does not contain

Mega Sign

Enabling this parameter includes Mega Sign agreements in the resulting report

Mega Sign Include MegaSign Agreements

Performance Goals

You can set thresholds for performance, using the Performance Goal view. The gauges reflecting
performance are displayed in the resulting report.
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Performance Goals Set your performance goals by specifying thresholds for gauge colors:

% Completed: Green: > % Yellow: > %
Time to Complete: Green: < Min. Yellow: -: Min.

Benchmark

By default, the benchmark parameter is disabled for reports. Click the report settings link to
enable it.

Benchmarking provides an expanded method for keeping track of agreement progress and
signing rates.

Benchmark Compare my performance withi All Adobe Sign Customers |v |
— None —
All Adobe Sign Customers
Finance
HR
Media
Saas
Sales
Telecom

Graph Agreements By

Each enabled option (by Date, Sender, Group, Form, Workflow, and Signature Type) provide a
different type of graph on the report.

Graph Agreements By Date Sender Group Form Workflow Signature Type

Et Cetera

The parameters in this section are for altering the graphics on the resulting report. Changing
these from the default parameters can speed up the report process.

Et Cetera Animation: O Yes ® No Color Shading: ® Yes (O No Bar Charts: O 3D ® 2D
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Report Results

Once you click the Run Report button, the report will be generated based on your parameters.
There are multiple actions you can take with your report.

Update Report with Current Data

Clicking this link is similar to refreshing the page. The new report will include recent transactions
and activity.

n Adobe Sign New! ®

Dashboard Send Manage Reports Account Kristina «

Last run on: Apr 18 2016' Update report with current data I

Fsave Report [ Share Report ] Schedule Report Bl ExportReportData  # Printer-Friendly Report

Date Range: Mar 012016 — Apr 30 2016 (date range)
Users: Danielle Zerchere (dzerchere@gmailcom), Kristina Maggerstein (kmaggerstein@gmail.com), Zach Eksteger (zeksteger@gmail.com)
Workflows: Consultant Agreement Workflow, Household Product Contract Workflow

Edit Settings

Save Report

Saving the report allows you to run this report again in the future.

n Adobe Sign New! @

Dashboard Send Manage Reports Account Kristina =

Last run on: Apr182Mé Update report with current data

I Save Report | [ Share Report [l Schedule Report Bii Export ReportData ¥ Printer-Friendly Report

Date Range: Mar 012016 — Apr 30 2016 (date range)
Users: Danielle Zerchere (dzerchere@gmailcom), Kristina Maggerstein (kmaggerstein@gmail.com), Zach Eksteger (zeksteger@gmail.com)
Workflows: Consultant Agreement Workflow, Household Product Contract Workflow

Edit Settings
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Share Report
Sharing allows you to send the report results to someone else. You just need to enter their email

address and a message.

n Adobe Sign New! ®

Dashboard Send Manage Reports Account Kristina «

Last run on: Apr18 2016 Update report with current data
[ save Report [ [ Share Reportl] [ Schedule Report Bl ExportReportData  # Printer-Friendly Report

Date Range: Mar 012016 — Apr 30 2016 (date range)

Users: Danielle Zerchere (dzerchere@gmailcom), Kristina Maggerstein (kmaggerstein@gmail.com), Zach Eksteger (zeksteger@gmail.com)
Workflows: Consultant Agreement Workflow, Household Product Contract Workflow

Edit Settings

Schedule Report

Setting a schedule for this report will run it with the same parameters at the frequency you
define.

n Adobe Sign New! ®

Dashboard Send Manage Reports Account Kristina «

Last run on: Apr18 2016 Update report with current data

[ save Report [ Share Report [ B8] Schedule Report Bl ExportReportData  # Printer-Friendly Report

Date Range: Mar 012016 — Apr 30 2016 (date range)

Users: Danielle Zerchere (dzerchere@gmailcom), Kristina Maggerstein (kmaggerstein@gmail.com), Zach Eksteger (zeksteger@gmail.com)
Workflows: Consultant Agreement Workflow, Household Product Contract Workflow

Edit Settings
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Export Report Data

Clicking this link will prompt you to open or save a .CSV file. CSV files can be opened in Excel and

all transaction information for the agreements in the report, will be categorized in the various

columns.

n Adobe Sign

Dashboard Send Manage Reports Account

Last run on: Apr18 2016 Update report with current data

[ save Report [ Share Report ] Schedule Report

Date Range: Mar 012016 — Apr 30 2016 (date range)

New! ®

Kristina «

Bl Export Report Data [l # Printer-Friendly Report

Users: Danielle Zerchere (dzerchere@gmailcom), Kristina Maggerstein (kmaggerstein@gmail.com), Zach Eksteger (zeksteger@gmail.com)

Workflows: Consultant Agreement Workflow, Household Product Contract Workflow
Edit Settings

Printer-Friendly Version

Clicking this link will open a printer-friendly version of the report.

n Adobe Sign

Dashboard Send Manage Reports Account

Last run on: Apr18 2016 Update report with current data

[ save Report [ Share Report ] Schedule Report

Date Range: Mar 012016 — Apr 30 2016 (date range)

New! ®

Kristina «

Bl Export Report Data IIEI Printer-Friendly Report I

Users: Danielle Zerchere (dzerchere@gmailcom), Kristina Maggerstein (kmaggerstein@gmail.com), Zach Eksteger (zeksteger@gmail.com)

Workflows: Consultant Agreement Workflow, Household Product Contract Workflow
Edit Settings
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Preview and Authoring Experience

The Authoring environment provides the form building functionality for Adobe Sign. Beyond
placing signature fields, you can include fields that auto-populate content, like the date or the
signers signature values (when known), or text fields that do content validation and/or complex
calculations. Other common field types such as dropdown boxes, radio buttons and check boxes
are also available

Using the Authoring Environment

Accessing the Authoring environment is done by:

e Sending a new document and enabling the Preview & Add Signature Fields option on
the Send page

Preview & Add Signature Fields

e Editing a Draft document on the Manage page

v Draft (2) ‘

egon@gb.org edit Elastoplast Disposal Agreement  08/19/2016

e Creating a new template or Widget from the Dashboard page

Additional Functions

Add Template to Library
Store frequently-used templates

Create Widget
Embed a signable document

e Editing an existing library document or Widget from the Manage page
0 You can only edit templates you have uploaded. In the below image you can see
that the second template is shared by another user, and thus not editable.

v Library Templates (2) *

Document Template  send | edit MDA 0BN5/20N6

Document Ternplate send Enchantrment! 0712212006
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Authoring Environment

Once the Authoring environment is launched, take a moment to identify the five key areas:

A. Form Field Template—This option only displays if you have created at least one form
field library template.
Field Layout and Alignment—This displays the form field size/alignment toolbar
Select Recipient (Role)—This drop-down lists the recipients for the agreement
Form Field Tabs—You can select fields from these tabs to add to your document
Zoom and Reset—You can use these tools to zoom in or out of the document, and to
reset all fields to the original state when Authoring was first opened

A B

monNnw

Field Templates ~ Relative to Page Navigate to - Switch..

Template Properties

nhal |
H T
=uuu. Participant 1
CLIENT SERVICES AGREEMENT
Cient Information Signature Fields
Company Neme | 1yanenigital Account
Adkdrass 11300 Main Street Contact i
¥ ‘1 ]
San Jose, CA 95110 - ignature
Email .' Initials
Fax Website | hitp./iwww.transdigitalcorp.com
Order Number 28384545 Signature Block
Client Services | Investment Signer Info Fields v
* New client onramp
* Survey evaluation
' Setup properties and processes Data Fields hd
New Customer ' Connect tovendor channels $11000.00
Program * Marketing services
* Staff training

Reset Fields

Form Field Template

If you've created a form field template for your document, you can select and apply that
template using this set of tools.
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The drop-down lists the form field templates that are available and you can choose which page
to start the template on. Multiple templates can be applied.

Field Templates ~ | Relative to Page Navigate to - Switch...

| I
Field Template

Template Properties
Select.. -

Start on Page
Participant 1 -

1 i2 ERVICES AGREEMENT

Signature Fields

Company Name | TraneDigital Account
Address 11300 Main Streel Contact
San Jose, CA 95110 - Signer Info Fields
Phone Email
Fax .
Website | hitpuiwww.ransdigitalcorp.com )
Order Numbe Data Fields
umber 28384945

client Services investment More Flelds

* New client onramp

' Survey evaluation

* Setup properties and processes Stamps
New Customer + Connect to vendor channels $11000.00
Program + Marketing services

+ Staff training

; N Reset Fields

Additional information on using form field templates can be found in the Adobe Sign Help by
clicking here.

Field Layout and Alignment

This menu option displays the tools for aligning and resizing fields relative to one another. You
can control click on multiple fields, or hold down the shift key and select an area with your
mouse, to adjust them as a group.

The six icons on the left will align the fields to the top, horizontal mid line, bottom, left, vertical
mid line, and right (as viewed from left to right). The next three icons will snap all fields to the
same width, height, or both. Alignment and sizing is based on the first field you select.

Field Templates ~ Relative to Page Navigate to.. - Switch...
Date3 :
b
Namel [lies

Signature2
Inh"l Title1
LH T - :

-
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Select Recipient (Role)

Arguably the most important element of form building
is associating the various recipients to the fields they
need to populate. By selecting the recipient from the
Recipients list first, any subsequent field you place on the
form will be automatically related to that recipient.
Change the recipient, and any new fields placed will be
related to that new recipient.

Note: When a specific recipient is selected, the fields
assigned to them will be highlighted on the document,
giving you a good visual indicator as to which fields are
related to any selected recipient.

Once a field is on a document, you can modify the recipient the field is assigned to by double-

E-sign by gomar@mydoma...~

(gomar@mydomain.ed[ﬁ

Prefill by Dev
(you)

E-sign by gomar@mydomain.edu
(gomar@mydomain.edu)

Approve by elmoe@someother.org
(elmoe@someotherorg)

E-sign by delegate of mymanager@work.cc
(mymanager@work.cc)

E-sign by Dev
(you)

Anyone

clicking the field to open the field menu, and then changing the Recipient drop down.

Recipient of Confidential Information Discloser of Confidential Information
= 3 Signer Info Fields
Signature p
- Signature 1
Signature g
Data Fields
Ricapiaanit E-sign by pomangimiydonmad b
Mame Required
Tools Approve by elmoes@somectherong (emoe@someotherorg )
Date E-sign by delegate of mymanapenworkoo (mymanagengwork.oc)
Dalete Field

E-sign by SFDC Dy (you)

here.

clicking here.

Additional information on participant roles can be found in the Adobe Sign Help by clicking

Additional information on the prefill role specifically can be found in the Adobe Sign Help by
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Form Field menus

All of the fields available in Adobe Sign can be found in the menus on the right rail of the
window. These fields are categorized by use and field type, and most can be manipulated to the
height and width demanded by your form.

Additional information on the types of form fields can be found in the Adobe Sign Help by
clicking here.

Signature Fields

Signature—A field signers use to sign the agreement. At least one required signature field
with no conditions is mandatory for each signer of a document.

Digital Signature—A field signers use to place their digital signature. This must be
enabled in your Account settings before it will show up as an option.

Initials—A field signers use to initial the agreement. These do not replace the need for a
signature field. Initial fields are required by default, but can be edited to be optional
Signature Block—A collection of fields that are required for the signer. If your account is
set to require the signer's title and company, the fields will be added to the signature

block. At the very minimum, the Signature Block will contain the Signature and Email
fields.

i a'ESig_naturE- Signature Fields

| * Signature

Digital Signature
- ) .
Initials h Initials

signature Block
Signature: * /

Sigreer Maeme: (Dot
Email: Signer Info Fields
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Signer Info Fields

Although called Signer Info fields, these fields can also be assigned to any participant including
approvers. These fields are used to reflect information pertaining to the recipient they are
assigned to, not to gather additional information beyond how the recipient is identified.

Title—A required field for the signer or approver to enter his or her job title. If the signer
or approver is a registered Adobe Sign user, this field is auto-populated with information
from that person'’s Profile information.

Company—A required field the signer or approver to enter his or her company. If the
signer or approver is a registered Adobe Sign user, this field is auto-populated with
information from that person’s My Profile page.

Signer Name—A read-only field that is automatically populated with the name the
signer or approver enters when signing. If the signer or approver is a registered Adobe
Sign user, this field is auto-populated with information from that person’s My Profile page.
Email—A read-only field that is automatically populated with the recipient's email
address the agreement was sent to.

Date—A read-only field that is automatically populated with the date the agreement is
accessed and signed or approved. This should not be used for custom or entered dates.

Signer Info Fields

|
\ Title

| " Company | h Company
| *Full Name | h Signer Name
Emnail
| * Email |M
Date
&~

| *Title
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Data Fields

e Text Field—A blank, plain text field that can be used for collecting specifically formatted
data. In Adobe Sign - Business and Adobe Sign - Enterprise accounts, text fields can also
be used as components in field calculations and to build conditional logic fields.

Additional information on customizing the appearance of text fields can be found in the
Adobe Sign Help by clicking here.

e Drop Down—An object used to create a picklist of options for the recipient to choose
from. Each drop-down needs to have at least one option available and the options and
export values cannot be blank.

e Checkbox—An object the signer can toggle as checked and unchecked. These are best
used in “Check all that apply” use cases.

e Radio Button—An object that needs to be placed as a group. The signer can only pick on
option from the group. These are best used in “Choose one and only one option” use
cases.

Data Fields

H Text Field
Select.. v h Drop Down
e Check Box

L Radio Button

More Fields
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More Fields (Adobe Sign - Business and Adobe Sign - Enterprise)

o File Attachment—A field used to gather files from recipients. It can be used to gather
documents, such as resumes, and identification images, such as passport images.

e Hyperlink—A transparent object you can place over text you would like linked to a URL
or another page in an agreement. It can also be a link from an agreement to an external

web page.

More Fields -

| & File Attachment |&
File Attachment
|~ Hyperlink

Stamps (Adobe Sign - Business and Adobe Sign - Enterprise)

e Participation Stamp—A stamp that is applied after the agreement is signed by the
assigned recipient. The stamp includes the recipient's name, signing time and email

address.
e Transaction #—A stamp that is applied to the final, signed PDF. This number is used as a

reference number to the agreement.

[ Participation Stamp

Stamps
Mame

Signing/Approval Time \
Emiail

- Participation 5tamp
' Transaction Number

]

[ Adobe Sign Transaction Number
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Save to Document Library

After you have added the new form fields to your agreement, you can save a copy to your library

before you send the agreement out for signatures.

B Adobe sign

Dashboard Send Manage Reports  Account

Alignment SIZE: |:| Relative to Page Select.. -

WORK FOR HIRE CONSULTANT AGREEMENT

(Individual Consultant)

1) Services. Consultant agrees to provide the services specified in any Project Schedule that

Reimbursement for Expenses. Company shall reimburse Consultant for reasonable out-

SELECT PARTICIPANT
E-sign by Rene Lawerson =
(rlawerson@gmail.com)

L
;43@ @oftﬁm&m S

Signer Info Fields

This Agreement is made Thursday, May 5, 2016, between ABC Corporation, a California corporation Title
located at 123 Main Street, San Jose ("Company”), and _ *Eull Name /]
("Consultant"). Company

In consideration of the mutual covenants herein contained, the parties hereby agree as follows: Signer Name

Email
shall, from time to time, be defined and executed by the parties and attached to this
Agreement as Exhibit A. Such services are hereinafter referred to as "Services." Date
2) Term and Terminatlon. This Agreement shall continue until terminated by either party
upon 45 days' written notice, provided that termination by Consultant shall not be effective .
until completion of any specifically defined work set forth on any Project Schedule Data Fields
applicable at the time of such notice, unless otherwise agreed.
3) Payment for Services. More Fields
a) Charges. As full compensation for the Services to be provided by Consultant pursuant to any
Project Schedule, Company agrees to pay Consultant the charges set forth in such Project
Schedule. Stamps

®

Kristina

Switch to Classic Authoring Page

of-pocket expenses incurred by Consultant in the performance of Services only if specifically
included on the applicable Project Schedule. In the event of such agreement, Consultant
agrees to maintain appropriate records and to submit copies of all receipts necessary to

D Save to document library

Click the Save to document library checkbox on the bottom right side of the authoring window

before you click the Send button, to add the modified agreement to your library.
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First, the document will be saved to your library.

Save to document library

This document will be saved to your document library.

Name GlobalCorp Consultants ﬂgreementi

Then your agreement will be sent for signature.

}, Adobe Document Cloud / eSign services new! (@)
Dashboard Send Manage Reports Account Rene -
globat:ory ‘GlobalCorp Consultants Agreement”

e has been successfully sent for signature

e o e | ==

b it —
e e e e e+ e £ b 4 e 1

i e e e e A copy has also been sent to you at rlawerson@gmailcom for your records.
SSmImT AT = "GlobalCorp Consultants Agreement” was sent for signature to kmaagerstein@gmail.com.
. "f.-_:—” As soon as the contract is complete, all eligible parties will be e-mailed PDF copies.
Hlo il i
e Reminders
‘—"T‘:L There are no reminders set for this document.
e e il Create a reminder
o e
e e You will be alerted if:
e + The document you sent has not been viewed by today at 7:10pm.
« The document you sent has not been signed by Oct 02 at 11:10am.
Change alert settings

What's next?

Send Another document Go to the 'Manage' page

Adobe Sign User Guide

53



Adobe Sign

Zoom, Reset and Save/Send

The remaining options allow you to zoom in and out of your document, reset or delete all of the
fields you've placed or save/send the document in its current state. The Save button will only
appear if you are creating a library document. Otherwise, you will see a Send button.

As a best practice, you should save a library document often. However, if you navigate away from
the authoring environment, the document is automatically saved. You can access it later from
the Manage page.

Rewet Fields
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Library Templates

A library template is a reusable object. Adobe Sign supports two types of library templates:
document templates and form field 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:

0 You have one field layout that works for multiple documents.
0 You have a document that can be sent a number of different ways.
O 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 user login 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.

Additional information on using the authoring tools to create templates can be found in the
Adobe Sign Help by clicking here.
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Creating a Library Template

1. Click the Dashboard tab. Then, in the Additional Functions panel, click Add Template to
Library.

Dashboard Send Manage Reports Casey «

Hello, Casey What would you like to do? Search documents, recipients & notes
Get a Signature Your Activity for LastMonth ~ # O Waiting For Me o

Median Time to

Get a Document Signed
Agreements Completed Corplati

Get a signature in seconds

Send from Library

50 60
—— | R ZP,}'S 3ﬂfn,, 90 Recent Events RO
0 H @100 0 == ﬁ 120

* Inline Images was viewed by

i scott@adobe.com (Jan 30, 10:40 AM)
Additional Functions 0% 20 min.
2in progress See All * FailingTags was viewed by Scott Carter (Jan
+ 11,533 AM)
Add Template to Library £ 2 completed Swal
Store frequently-used templates View Reports... * test2 was e-signed by Scott Carter (Jan 10,
7:00 AM)

= test external cc attach was e-signed by foo

Embed a signable document

Recent Alerts RO (Jan 10, 6:47 AM)
Only | Sign —
i ® |Inline Images has not been signed as of Jan
Archive a Document 315t10:38am
Upload into your account More...
Mega Sign
Send to many peaple at once
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The Create a Library Template page displays.
n Adobe Sign

Dashboard Send Manage Reports Account

Create a Library Template

Upload any document you send often, add form fields and signature locations and share it with
users in your account. Learn more about adding fields to documents.

Template Name:
Document: m No file selected

Template Options
| Create as reusable document

Create as reusable form field layer

Grant Permissions
O Only to me
") Any user in my group
") Any user in my organization

© 2016 Adobe Systems Incorporated. All rights reserved.  Terms Privacy Cookies Consumer Disclosure Trust

o

Language | English: US

New! ®

Kristina «

Create a document

Upload a document you send often.

You Send
Send your documnent to anyone who needs to fill it out - it only
takes seconds

They Sign

ey can e-sign instantly, or fax their written signature back into

ligible parties. We a archable copies of
every signed form in your Adobe Sign account

/ signs the document, PDF copies are immediately

2. Inthe Template Name field, enter a name for your template. This can be changed at a

later time 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, Create as a

reusable form field layer, or both.

Template Options
| Create as reusable document

Create as reusable form field layer
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5. Select the appropriate permissions option for sharing the template.

Grant Permissions
© Only to me

~) Any user in my group
") Any user in my organization

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.

Dashboard Send Manage Reports Account Casey =
Field Templates ~ [] Relative to Page Navigate to - Switch to Classic Aut...
- |
The undersigned officer for the Company hereby warrants that he/she has the authority to bind the Company to the terms scott -

of this Agreement and i "Guarantor”, personally and unconditionally for the full and punctual payment of any obligation
owed or which may become owed, including interest, late charges, costs associated with collections, reasonable attorneys’
fees and disbursements arising out of or relating to the collection from Owner or Property and/or the enforcement of this
Guaranty,

(Signer)

Signature Fields ~

Digital Signature

It is specifically contemplated that this Guaranty shall be a continuing Guaranty. Each Guarantor Specifically warrants to
GlobalCorp that he or she has been individually or personally benefited by the extension of credit to Property by
GlobalCorp. Each Guarantor Acknowledges that GlobalCorp Has relied on such Guaranty in connection with the
extension(s) of credit to the Property.

IN WITNESS WHEREOF, the parties hereto have executed this Agreement as of the day and year first above writt

Initials
Signature rovals Signature Block
Client Glob
Signer Info Fields b

Stgrand « Signature )

* Data Fields v

Full Name
MName Name

*

Title More Fields b
Title Title

Date . fon Field y
.Date e ransaction Fields

| Save to document library

Reset Fields

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.
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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.

B Adobe sign

Dashboard  Send

Filter by Name or Company

Manage

[ Fiter by Document Status [ | <.

Company

> Waiting For Me to Approve (3)

> Waiting For Me to Sign

(3)

> Waiting For Me to Delegate (2)

» Draft (3)

> Out for Approval (1)

> Out for Signature (4)

3 Signed (4)

> Cancelled/Declined (5)

~ Archived (0)

Reports  Account

Document Title Date

Upload Agreements

w Library Templates (3)

Form Field Template

Document Template

edit

send | edit

Nondisclosure Agreement 04/18/2016

Consultants Agreement 04/18/2016

New! @

Kristina -

M print @ Enlarge  J§ POF @) Decline

Nondisclosure Agreement

From: Danielle Zerchere (ABC Corporation)
To: Kristina Maggerstein (kmaggerstein)
Date: 04/18/2016, 8:30 AM

Status: Waiting For Me to Approve

3 ; =
AEC Corporation =
Kon-Dacionsre Agresmen E
v
=
w
o
2
=4
m
[t
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Using a Library Template

There are three ways to include a library template into your agreement:
e Start a new agreement by selecting it from the Send from Library drop down on the Dashboard page

B ~dobesign @
Dashboard Send Manage Reports Jeanie -
Hello, Jeanie What would you like to do? h ' s & ot =3
Get a Signature Your Activity for This Month e Waiting For Me o

Git » Dacument Signed Agresmanin Complatid Ba-han, Tima 42§ nompies

Ged a stgnatune in seconds

&0
froem Libeary : 7 0 Yo, B0
et > docament ] Ty A RecentEvens 2RO
q__ oo o = 1x0

| Nty Do ismaents 339% &0 min. = Test RTF Do wis whewed by Soott Carter
MDA (estenday a8 10034 AR

+ 4] Progress Sea Al
| Adobe Sign Documaents I 3 completed sea All * Ny Eample Agreement was viewed by
I3 (Emgphiymant Elighulity Verification) Seoat Cartee (Yestorday 311032 AM)
W4 (IS Emplovess Withhaldig Allswange) Roparts

W-5 (Reguest for Taxpayer Mentfication Number) More

. :
Embed bile dog 1 Recent Alerts o
i e Account Sharing -

e Start a new agreement by select it from the Library Templates section of the Manage page

Bl Adove sign ®

Dashboard Send Manage Reporis leanie =
Filver by Mame or Comparny T | Filter by Docurment SEatie ¥ | | Fitber bry Docurment Overes v st L . b mcl O
Mamio Compary Docusmaent THe Date = Prind E‘. Enlarpe H POF I Delate
» Waiting For Me o Sign [2) NDA

From: jearie jones (Cadey pones ind)
B0 fou gt (17) Date: 025704, 804 AM
¥ Signed [8) Stadus: Library Templates

Message: | have tgred NDWA -
» Cancelled/Dechined (2)

¥ Archived (3) Upload Agreemients B"
B Forporation -
w [Library Templabes (2) ?.
Docoment Template  send [ ediz MDA, CAMSI 2086

Ceamont fomplaie LiE b

apTe
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e Include it in an agreement you have already started by using the Add Files link and selecting the
Library Documents option

Recipients
Complete in Order C’ Complete in Any Order Add Me | Add Recipient Group | @)
i é}’ ¥  Casey@caseyjones.dom ~* Emall @

&~ Eereaplentemal

Show CC
Message
My Example Agreement ;
y pie Ag Options ©
Please review and complete the attached NDA 1 Password Protect

[ ] Completion Deadline

[ ] Set Reminder

Files Add Files

Recipients’ Language

Select Files

| | Preview § Library Documents
Name Last Modified
Se My Comp
— ] i My Templates
Cloud Stofgee
Box — —
[ | =[] AdobeSign services Templates
Dropbox o o
L] “= |9 (Employment Eligibility Verification) 11/20/2013
Google Drive - o
] "= W-4(IRS Employee's Withholding Allowance) 1/20/2013

= W-9 (Request for Taxpayer Identification Number) n/20/2013

Additional information on using library templates, both document library and form field
templates, can be found in the Adobe Sign Help by clicking here.

Additional information on using only form field templates can be found in the Adobe Sign
Help by clicking here.
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Alternate Workflows for Signatures

Workflows

There are a number of workflows you can use to send documents for signatures, collect
signatures, and send a signed document including the following:

¢ Sending Using "Only | Sign"
e Sending Using Mega Sign (Adobe Sign - Business and Adobe Sign - Enterprise)
e Using Widgets to Collect Signatures (Adobe Sign - Business and Adobe Sign - Enterprise)

The following sections discuss each of these processes in more detail.

Additional information on sending agreements can be found in the Adobe Sign Help by
clicking here.

Sending to Multiple Recipients

Depending on your business requirements, multiple recipients may need to act on an
agreement. For example, you may need two people to sign an agreement and another to
approve it or delegate it to an additional signer. When sending to multiple recipients, you also
have additional options for how the agreement should be routed: sequentially, in parallel, or
using hybrid routing,

Additional information on sending an agreement to multiple signers can be found in the
Adobe Sign Help by clicking here.

Husband & Wife Signing

Don't let the name fool you, this process is identical to the “Multi Signer” process, but instead of
entering multiple email addresses, the same email address is used more than once.

This is generally used for situations where the two individuals who need to sign share an email
address. The process works the same as “Multi Signer”, in which each signer will have their turn
to sign, but in this case all email notifications will be received at the one address.

Additional information on sending to two signers with the same email address can be found in
the Adobe Sign Help by clicking here.
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Sending Using Only | Sign

This process is exactly as it's named. This is used for situations where only you need to sign a
document and send it to one or more people. For example, you might need to send a signed W-9
or non-disclosure agreement or both to one or more people. You can send the signed document
to yourself as long as you don't use the same email address as you used to login. This is because
a copy of the signed document is saved, and you can access it through the Manage tab. Note that
the “Only | Sign” function is found only on the Dashboard.

Additional information on using “Only | Sign” can be found in the Adobe Sign Help by
clicking here.

1. Click Only I Sign on the Dashboard.

Dashboard Send Manage Reports Casey «
Hello, Casey What would you like to do? '
Get a Signature Your Activity for Last Month FOo Waiting For Me <

Get a Document Signed : s Completed Median Time to

Get a signature in seconds Complete

Send from Library 6“::

50
25 73 30 e, 90 =
Select a document v F f “ Recent Events R QO
0 -] ﬂiOE 0 = = 120

L Inline Images was viewed by
509 2.0 min. scott@adobe.com (Jan 30, 10:40 AM)

Additional Functions
2in progress See All * FailingTags was viewed by Scott Carter (Jan
[ 2 completed See All 11,5:33 AM)
Add Template to Library £ 2 complete e
Store frequently-used templates View Reports... = test2 was e-signed by Scott Carter (Jan 10,
700 AM)

Create Widget
Embed a signable document

test external cc attach was e-signed by foo
Recent Alerts FAC (Jan 10, 6:47 AM)

Only | Sign M
Sign anything you've been sent

ore....

* |nline Images has not been signed as of Jan
3 at10:38 am

Archive 3 Document
Upload into your account More...

Mega Sign
Send to many people at once
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2. Enter the email address of the person (or persons) who should receive your signed

document in the To: field. Do not use the email address you use to sign into Adobe Sign.

Remember, you are signing this document and sending it to someone else.

Only | Sign
Upload or add dac

signed doc

After you have

pients you spec

gned, a PDF copy of the

low.

1o felark@gmailcom
Hide Cc
jmartinez@gmail. com
Enter or paste email addresses
124

rsmithers@gmailcom *

Agreement Name: Consultants Agreement

Message:

| have signed the Consultants Agreemenll

Language: | English: Us

3. Enter an Agreement Name, Message, and select the signing language to be used for the

communication.

4. Click the Upload button, navigate to the document you want to sign and send, and click

Open. Or, select from your document library or online storage account.

Only | Sign
Upload or add documents you need to sign. After you have signed, a PDF copy of the
signed document will be sent to the recipients you specify below.
- N
Toz @ Select file(s) to upload by secure.echosign.com g
Show ¢
Look in: I |, Adobe Sign documents j e _? = '
l_: =] MName =
Document Name: Hec;-‘ﬁaces Client Services Agreement.pdf
Consultants Agreement.pdf
o Mendisclosure Agreement.pdf
Dieshktop
Jii_.:;]
Language: Libraries
LY
Computer
Network
4 1 +
File name: - Open
Upload OR 5¢ I J I
Files of type | Fies | Cancel
Preview, position signatures or add form fields “
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5. Check the Preview, position fields, or add form fields option at the bottom of the Only I Sign
window. Checking this option provides access to the authoring experience that allows

you to place and fill in fields. Click Next.

Only | Sign

Upload or add documents you need to sign. After you have signed, a PDF copy of the
signed docurmnent will be sent to the recipients you specify below.

To:

rlawerson@gmail.com
Show Cc

Agreement Name: | Consultants Agreement

Message: | have signed Consultants Agreement.
e
Language:  English: US )

T Consultants Agreement.pdf
Upload complete.

Drag more files here

Upload OR Select from: Document Library | Google Drive More

+ Preview, position signatures or add form fields _>“
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6. Place the required fields by dragging them from the form fields tabs and dropping them

on the document.

Send Manage Reports Account

m oy & & sze: = [[1 s [ ] Relative to Page

AEC (Corporation

WORK FOR HIRE CONSULTANT AGREEMENT

({Individual Consultant)
This Agreement is made Thursday, May 5, 2016, t ABC Corporation, a California corporation
located at 123 Main Street, San Jose ("Company”), and | *rull Name
("Consultant"). :
In consideration of the mutual c herein contained, the parties hereby agree as follows:

1) Services. Consultant agrees to provide the services specified in any Project Schedule that
shall, from time to time, be defined and executed by the parties and attached to this

7. When finished, click Sign, then Send.

Rene ~

SELECT PARTICIPANT
E-sign by Rene Lawerson =
(you)

Signer Info Fields

Title
Company
Signer Name
Email

Mate

[] save to document library

Sign, then Send

8. Clickinto the fields and enter the information required. Click on the Signature field (the

“Click here to sign” box) to open the signature pop-up.

B ~dobe sign

Options + Consultants Agreement

¥} Subcontracting and Assignment. | his Agreement and the ngnts and obligations of Lonsultant
hereunder may not be subcontracted, assigned or transferred by Consultant, in whole or in part,

without the written consent of Company.

Entire Agreement. This Agreement constitutes the complete and exclusive statement of the
agreement between the parties with regard to the matters set forth herein, and it supersedes all
other agreements, proposals, and representations, oral or written, express or implied, with

regard thereto.

BY THE SIGNATURES BELOW, the parties have executed this Agreement as of the day and

year set forth above.

Consultant ABC Corporation

%
I Click here to sign

Signature Signature

Kristina Maggerstein

Hceount Manager

Title
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9. Apply your signature using the Type, Draw, or Image option. When finished, click the
Apply button.

E & &

fia.
Type Draw image

Kristina Maggerstein

/u./ isrraa [T AFGERSTE 1
v

10. After you have entered all of the required information and applied your signature, select
the Click to sign button.

11. After the confirmation page displays, you can download a copy of the document, send
another document, or open the Manage page.

n Adobe Sign @

You have successfully signed the
agreement “Consultants Agreement”.

Copies will be e-mailed to all parties.

Download a copy

Manage this document

Send documents for signature
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Sending Using Mega Sign (Adobe Sign - Business and Enterprise)

This Mega Sign process allows you to send a document to hundreds of individuals at once. Each
signer signs their own copy of the document and these individual agreements are returned to
you. This process can be used to collect NDAs, HR documents, or permission slips. The link to
Mega Sign can be found on the Dashboard.

Mega Sign recipients can be entered by either adding the email addresses to the “To:" field or by
uploading a Comma Separated Value (.CSV) file with the recipient's information included. The
.CSV process allows you to prefill data for each signer, thus giving you the opportunity to
customize the field information for each person. For example, you can customize the message in
the “Please sign..."” emails sent to each signer.

Additional information on using Mega Sign can be found in the Adobe Sign Help by clicking
here.

Collecting Signatures with Widgets (Adobe Sign - Business and
Enterprise)

Widgets are hosted documents that can be signed by anyone who has access to them. They are
ideal for sign-up sheets, waivers, or any document you need many people to access and sign
online.

Widgets can be generated in two different forms, as JavaScript or a URL. The JavaScript option
provides the code needed to embedded the widget into your website. The URL option provides a
web address hosted by Adobe Sign that senders can use to get the document signed. The link to
Create Widgets can be found on the Dashboard.

While the widget signing experience is the same as a regular transaction through Adobe Sign,
widgets can only be signed by one signer and counter-signed by the creator of the widget. This is
something to keep in mind when creating the widget, as the user who creates it may not be the
person who needs to counter-sign.

Additional information on Widgets can be found in the Adobe Sign Help. For information on
the following topics, click the help links below:

e Creating Widgets

o Deleting Widgets

e Resizing Widgets

e Enable Widgets
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Mobile Devices

Signing is one the main functions of Adobe Sign. Anyone can sign via an email link on any web
browser on their computer or using their mobile device. If you have an Adobe Sign account, you
can also sign using the “Adobe Sign manager” iOS or Android native app. You can also initiate
signing from the Manage page. Signing is also built into the “Only | Sign" process.

Additional information on signing documents using an app can be found in the Adobe Sign
Help by clicking here.

Signing with a Mobile Device

Adobe Sign supports the latest web browsers on smartphones and tablets that run the iOS or
Android operating systems.

Adobe Sign Manager for iOS

Use the intuitive dashboard in Adobe Sign Manager to access your documents from your mobile
device for sending and signing agreements. The new dashboard works well with iOS 9 and iPad
Pro. The improved Send experience simplifies the way you send documents for signature.

Adobe Sign Manager for Android

Adobe Sign Manager for Android Is localized into 19 languages to match Acrobat Mobile.
It provides support for the Delegator role the same as Adobe Sign Manager for iOS (see above).

john.smith@gmail.com

o
cgr Signer
C?b Approver
2 rale s
® sz Delegate to signer

o Delegate to approver

® B2 Email Only
= Password
O Phone
E KBA

DELETE CANCEL OK
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