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Documents - List View

This section displays a list of all the documents you have sent or received on your Zoho Sign account.

The list view shows the name, document owner, recipients, date of creation, folder name and signature status for
each document. Each document has an action button that allows you to perform further actions on it directly from

the list view.
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[]  DOCUMENT NAME FOLDERNAME =~ OWNER RECIPIENTS STATUS CREATED ON ~ ACTIONS
Templates 1 NDA - John Martin # johnmartin@securesign24x7.com RAI Dec 13,2023 12:19
& NDA - John Martin # john.martin@securesign24x7.com Dec 13,2023 12:14

SignForms

(] NDA - John Martin £ johnmartin@securesign24x7.com Dec 13,2023 12:13
[]  SampleContract-Shuttle - John Martin & johnmartin@securesign24x7.com Dec 13,2023 12:13
0 Non Disclosure Agreement - John Martin & john.martin@securesign24x7.com Dec 13,2023 11:02
O Assignment of Contract - John Martin & john.martin@securesign24x7.com Dec 13,2023 11:01
[ INV-000063 - John Martin & johnmartin@securesign24x7.com Dec 13,2023 11:01
[]  SampleContract-Shuttle - John Martin # johnmartin@securesign24x7.com Dec 13,2023 11:00
[]  SampleContract-Shuttle - John Martin £ john.martin@securesign24x7.com Dec 13,2023 10:57
[]  SampleContract-Shuttle . John Martin # johnmartin@securesign24x7.com Dec 13,2023 10:56
| Assignment of Contract - John Martin & john.martin@securesign24x7.com Dec 13,2023 10:56
O NDA N John Martin # john.martin@securesign24x7.com Dec 13,2023 10:55
Non Disclosure Agreement - John Martin # johnmartin@securesign24x7.com Dec 13,2023 10:54

The document section is further divided into two sections: Sent and Received. These sections contain subsections

that filter the documents based on the signature completion stage.

Sent documents

This section contains a list of all the documents you've sent out for signatures.

https://help.zoho.com/portal/en/kb/zoho-sign/userguide/manage-documents/articles/documents-list-view
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To view the list of sent documents, hover over Documents on the left navigation panel and click All to view all

sent documents, or select the document category using the dropdown menu.

By default, the list view of sent documents shows documents that are:

e Scheduled
e In progress
e Expired

e Draft

e Completed
e Declined
e Bulk send
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Documents =2
All ﬂ 1!
[ Scheduled
Send for signatures Sign yourself
In progress
Completed
Declined
Expired
r signature
Draft
Bulk send
All
Need your signature
Social media policy NDA.pdf sample_payment_agr
(1).docx eement.docx

https://sign.zoho.com/zs/669663555#/requests/all
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O DOCUMENT NAME RECIPIENTS STATUS CREATED ON ~ ACTIONS
O Social media policy # john.martin@securesign24x7.com Apr 08,2024 15:10
0 Social Media Policy.pdf # john.martin@securesign24x7.com Apr 08,2024 12:26
O Social Media Policy.pdf # john.martin@securesign24x7.com Apr 08,2024 12:24
0 Sample social media pdf #  john.martin@securesign24x7.com Apr 08,2024 12:24
O Social Media Policy # john.martin@securesign24x7.com Apr 08,2024 12:24
0 Social Media Acceptance # john.martin@securesign24x7.com Apr 08,2024 12:18
O Social Media acceptance # john.martin@securesign24x7.com Apr 08,2024 12:14
0O Social media policy # john.martin@securesign24x7.com m Apr 08,2024 12:10

P4

john.martin@securesign24x7.com

O Sign from notification Apr 08,2024 12:04

N

[ samplesocial media.pdf /. johnmartin@securesign24x7.com Apr 08,2024 11:53

RS

O Sample NDA pdf john.martin@securesign24x7.com Apr 08,2024 11:42

On the list view page of each category, using the actions button, you can perform the following actions for each

document based on their stage in the signing process:

o Edit

¢ View document

¢ Correct document

e Extend

¢ Send reminder

e Recall

e Upload signed document
e Download

e Email document

e Save to cloud

e Save as template

e Edit as new

¢ Change ownership

e View activity history

e Print

e Download completion certificate
¢ Delete
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Received documents

This section lists all the documents that you have received from others, either for your signature, view-only signed

copy, or hosting an in-person signing session.

To view the list of received documents, go to Documents on the left of your dashboard and click All to view all
received documents or select Need your signature to start signing the documents.

By default, the list view of received documents shows documents that are:

e In progress

Expired

Completed
Declined
Recalled
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Received

View 1 - 25 of 296 Show 25 ~ « < 1 > ” Y iii}
DOCUMENT NAME REQUESTED BY REQUESTED ON EXPIRING ON ~ MY STATUS DOCUMENT STATUS ACTIONS
Social media policy ( Securesign 24x7 Apr 10,2024 Apr 15,2024 w
NDA.pdf Securesign 24x7 Apr 10,2024 Apr 15,2024 w

Securesign 24x7 Apr 10,2024 Apr 15,2024 W
Social Media Policy Securesign 24x7 Apr 08,2024 Apr 13,2024 [ sicveo |
Sample ial media .pdf Securesign 24x7 Apr 08,2024 Apr 13,2024 m oo
Sign from notification Securesign 24x7 Apr 08,2024 Apr 13,2024 m e
Social Media acceptance Securesign 24x7 Apr 08,2024 Apr 13,2024
+
Social Media Acce Securesign 24x7 Apr 08,2024 Apr 13,2024 [ sonep |
Social Media Ac Securesign 24x7 Apr 08,2024 Apr 13,2024 @
Sample social media .pdf Securesign 24x7 Apr 08,2024 Apr 13,2024 m oo
Sample NDA.pdf Securesign 24x7 Apr 08,2024 Apr 13,2024
Physically Sign Test Securesign 24x7 Apr 08,2024 Apr 13,2024 m oo
template Securesign 24x7 Apr 08,2024 Apr 13,2024 @
L L]

Using the actions button, you can perform the following actions depending on the document's status:

e Download
e Email

e Delete

e Print
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View 1 - 25 of 296 Show 25 ~ « <1 » Y (@
DOCUMENT NAME REQUESTED BY REQUESTED ON EXPIRING ON ~ MY STATUS DOCUMENT STATUS ACTIONS
Social media policy (1 Securesign 24x7 Apr 10,2024 Apr 15,2024 w
NDA.pdf Securesign 24x7 Apr 10,2024 Apr 15,2024 w
sample payment agreement.docx Securesign 24x7 Apr 10,2024 Apr 15,2024 w
Social Media Policy, Securesign 24x7 Apr 08,2024 Apr 13,2024 EEE — ey
B Email document
Sample social media .pdf Securesign 24x7 Apr 08,2024 Apr 13,2024 m
&, Download
Sign from notification Securesign 24x7 Apr 08,2024 Apr 13,2024 m
& Print
Social Media acceptance Securesign 24x7 Apr 08,2024 Apr 13,2024
Social Media Acceptance Securesign 24x7 Apr 08,2024 Apr 13,2024 = )
Social Media Acceptanc Securesign 24x7 Apr 08,2024 Apr 13,2024 a]
Sample social media .pdf Securesign 24x7 Apr 08,2024 Apr 13,2024 m m b
Sample NDA.pdf Securesign 24x7 Apr 08,2024 Apr 13,2024
Securesign 24x7 Apr 08,2024 Apr 13,2024 m oo
template Securesign 24x7 Apr 08,2024 Apr 13,2024 RECALLED @
L L] -
2
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