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Sending documents for signatures

You can upload documents and send them to one or more recipients to request their signatures, using the Send for

Signatures section in Zoho Sign.

Log in to your Zoho sign account and click Send for signatures on your dashboard.
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Alternatively, click the plus icon present at the bottom-left on your dashboard, and choose Send for signatures.
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Sending documents out for signatures is a simple process that follows five key step:

¢ Upload documents

e Enter document details
¢ Add recipient details
e Add document fields

¢ Send documents

Upload Documents

The first step is to upload the documents that have to be sent out for signatures.
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Documents can be uploaded onto Zoho Sign in four ways:

¢ Drag and drop the files from their location onto the send for signatures section in Zoho Sign on your

browser.
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Sample social media policy
Document name Sample social media policy
Add recipients
Send in order Add me Add bulk recipients
Needs to sign ~  Email ~ Z= Customize
+ Add recipient
Continue Save & close ?

e Upload the documents from your device by clicking Upload and selecting the file from the device folders.

e Import files from cloud storage services such as Zoho Workdrive, Zoho Docs, Dropbox, Box, Google Drive,
and OneDrive. Click the Import option to open cloud picker box and select your cloud application from the
left menu. You can then navigate to the location of the files on your storage explorer, choose the files, and
click Attach to import them.
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Sample Sales Contract.pdf May 10 by John Zylk
Uploaded by John Zylker ay 'y Jonn Zylker
Sample offer letter.pdf

Uploaded by John Zylker May 10 by John Zylker

Box

Sample Social Media Policy.pdf Feb 16 by John Zylk
Uploaded by John Zylker © Y John Zylker

Google Drive

Sample Partnership Agreement.pdf
Uploaded by John Zylker

° WorkDrive - Getting Started for Individuals.pdf Jan 2 by John Zlk
OneDrive Uploaded by John Zylker an & by John 2ylker

Jan 26 by John Zylker

e Import predefined document templates from your Zoho Sign account by selecting Use Template(s) from the
Add document drop-down menu. You can also choose multiple templates, merge them and send them in a
single document signature request.
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=] Note:

¢ You can add a maximum of 40 files to a single document signature request.

e The size of individual files cannot exceed 25 MB, and the overall size of the document cannot
exceed 40 MB.

e The uploaded documents can be of pdf, jpg, jpeg, doc, html, odt, png, txt, docx, rtf, htm, xls, xIsx,

tex, and sxw format.

Merge and send

If needed, you can also merge the uploaded documents. To do so;

1. Select the documents you wish to merge.
2. Click Merge documents.

Bruer Search Q | v [Eg zykerAdmin ~ e “
Send for signatures

Add documents
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Drag files here

or

Add document v X

Document name nter name

Add recipients

Send in order Add me Add bulk recipients

Enter document details

You can add different details associated with the documents in this section.

Document name

e Enter a name for your document. It can be up to 100 characters in length. It can include letters, numbers,

and the following special characters: ! @#$%&*(). If no name is entered, the name of the uploaded file will
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be the name of your document by default.
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Document name Sample social media policy
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¢ Click More Settings to add different details associated with the documents.

&) sign Qv Search [ 77
Send for signatures

Add recipients

Sendinorder  Addme  Addbulk recipients

Email Name Needs tosign v Email ~ Z= Customize
+Add recipient
More settings ~
Daystocomplete 15
Agreement valid until Forever -
Document type Others v
Folder None -
Description Add description

Automatic reminders [ on |

Automatic reminders will only be delivered via email even if the delivery mode is set to'Email + SMS.

Send a reminder every 5 days

Note to all recipients

Days to complete
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Set a deadline for the recipients to sign the documents (in days) from the time they receive them. The documents

will expire after this period, and the recipients will not be able to access them beyond the deadline.

More settings v

Days to complete 15

Document validity period

You can set your documents to be valid forever or specify a date by choosing the Select date option from the

dropdown menu.

Agreement valid until Forever A

Document type

You can categorize the uploaded documents based on their type. You can assign an existing type to the uploaded
documents or you can create a new one to assign. To do so, click the plus icon next to the dropdown field and

enter the name of the type in the field.

E Sign Q v  Search &

Send for signatures

+ Add recipient

Documents

More settings

Templates
Days to complete 15
&
e Agreement valid until Forever -
SignForms
m Document type ’ Others - ‘
Media Kit
Folder
Others
Description Partnership agreements
Automatic reminders m

Automatic reminders will only be delivered via email even if the delivery mode is set to 'Email + SMS.

Send a reminder every 5 days
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Folder

Create folders to easily group and manage your documents.You can choose an existing folder to add the uploaded

documents, or you can create new one to add. To do so, click the plus icon next to the dropdown field and enter
the name of the folder in the field.

Documents

@

Templates

&
SignForms

E Sign

Send for signatures

+ Add recipient

More settings +

Days to complete

Agreement valid until

Document type

Folder

Description

Description

Add a suitable description and any other additional details for the documents.

Documents

Templates

&

SignForms

E Sign

Send for signatures

+ Add recipient

More settings v

Days to complete

Agreement valid until

Document type
Folder

Description

Automatic reminders

15
Forever -
Others -

‘ None - ‘
Agreements

15

Forever v
Others -
None v

Partnership agreeme: nﬂ

EX ]

Automatic reminders will only be delivered via email even if the delivery mode is set to 'Email + SMS".

Add Recipient Details

Q v Search &
Q v Search @

Add the details of the people that the documents are being sent to in this section. The recipients can include the

signatories themselves and others that need a signed copy of the documents.

Add Recipients
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1. Enter the recipient details, Email, and Name, in the fields under the Add recipients section.

2. To add another recipient, click the + Add recipient icon and enter the recipient details in the fields that
appear below the existing recipients.

3. You can add upto 25 recipients by repeating this step.

4. You can also add yourself to the recipient list and the signing process by clicking the Add me option.

Add recipients

Send in order Add bulk recipients

Email Name Needs to sign - Email ¢ == Customize

+ Add recipient

5. You can also send multiple copies of the same documents to a bulk of individual recipients for signatures.

Add recipients

Send in order Add me Add bulk recipients

1 david.zylker@securesign24x7.com David Zylker Needs to sign v Email A = Customize

6. To delete a recipient, click the minus icon to the far right of the corresponding recipient.

Add recipients

Send in order Addme Add bulk recipients

david.zylker@securesign24x7.com David Zylker Needs to sign - Email - == Customize

Email Name Needs to sign A Email v == Customize D

+ Add recipient

[2 Note: Print and sign will not be available for signers in parallel in the case of a hybrid signing hierarchy.

Set Recipient Action

You can set the recipient action using the dropdown menu.
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Sample Partnership Agreement

Document name Sample Partnership Agreement

Add recipients

Send in order Add me Add bulk recipients

john.zylker@zohomail.com

+ Add recipient
More settings >

Note to all recipients

When the recipient action is set to:

John Zylker

Zylker Admin

Search Q v

Needs to sign v Email v == Customize
Needs to sign l

In-person signer
Signs with witness
Approver

Receives a copy

e Needs to sign - Recipient has to fill form fields and attach their signature to the documents.

¢ Receives a copy - The recipient simply receives a signed copy of the documents.

¢ @

e In-person signer - You need to assign a host from your organization who will get the documents signed in-

person from the signatory.

E Sign
Send for signatures

Document name Sample Partnership Agreement

Documents

Add recipients
Templates Send in order Add me Add bulk recipients
&
SignForms
Signer david.zylker@securesign24x7.com
Host Email

Settings

+ Add recipient

+

e Approver - Recipient has to approve the contents of the document as opposed to signing it or simply

viewing it.

Q v Search

David Zylker

Name In-personsigner v Email = Customize

¢ Signs with witness - You can add witnesses to recipients for documents that require the need for an

additional witness's signature. Learn how.
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Send for signatures

Sample Partnership Agreement

Document name

Add recipients

Send in order Add me

Witness

+Add witness

+ Add recipient

Enter witness details

Search

Sample Partnership Agreement

Add bulk recipients

john.zylker@zohomail.com John Zylker

barbarazylker4@gmail.com Barbara Zylker

Document delivery mode

Signs with witne... ¥ Email

Email

Zylker Admin ~

== Customize

o

== Customize

<& @

Have your documents reach your recipients via SMS in addition to the standard email delivery. Learn more.

E Sign

Send for signatures

Sign

Ej Document name Sample Partnership Agreement
Documents

Add recipients

EL
Templates Send in order Add me Add bulk recipients

Ve
SignForms

david.zylker@securesign24x7.com David Zylker
i)
Reports
fo} + Add recipient

Settings

More settings v

+

Days to complete

Agreement valid until

Document type

Folder

-

Private Message

15

Forever -
Others v
None -
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Set a private message to be sent with the documents for the recipient to view. To do so:

1. Click the Customize button next to the delivery mode dropdown.

E] Sign Q v Search @
Send for signatures
Document name Sample Partnership Agreement
Add recipients
Send in order Add me Add bulk recipients
1 david.zylker@securesign24x7.com David Zylker Needs to sign v Email v = Customize

2. This will open a pop-up where you can enter the private message.

Customize (david.zylker@securesign24x7.com)

Private note @

3. Click Save to proceed.

Authentication Code

Provide an additional layer of security to your documents with Zoho Sign by setting up a two-step authentication
process. This option allows you to send an authentication code to the recipients to ensure that the documents are
not tampered with by unauthorized users.

To set an authentication code:

1. Click the Customize button next to the delivery mode dropdown.
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[i Sign Q v  Search @
Send for signatures

Document name Sample Partnership Agreement

Add recipients

Send in order Add me Add bulk recipients

1 david.zylker@securesign24x7.com David Zylker Needs to sign - Email - = Customize

2. This will open a pop-up where you can choose the authentication mode from the authentication dropdown.

Customize (david.zylker@securesign24x7.com)

Private note @

Authentication @

Authentication type None A |
Email OTP
SMSQOTP

Email and interface lan Offlinecode

Select language English h

Digital signature providers

Select the digital signature providers to be made available for this recipient to
sign this document(s) with.

~ an

Save Close

3. This code can be delivered to the recipients via email, SMS, or other offline means.
4. Set the preferred delivery type from the dropdown menu in the dialog box and click Set to proceed.
i. If the delivery type selected is Email, the recipients will automatically receive a system-generated

authentication code via email when they try to access the documents.
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Customize (david.zylker@securesign24x7.com)

Private note @

Authentication @

Authentication type Email OTP v

Email and interface language @

Select language English -

Digital signature providers

Select the digital signature providers to be made available for this recipient to
sign this document(s) with.

s

ii. If the delivery type selected is SMS, the recipients will automatically receive a system-generated
authentication code via SMS when they try to access the documents. If the recipient is not in your
Zoho Sign contacts, or if the recipient phone number is not present in their contact details, you will
have to enter their number in the field provided and select the appropriate country code. Please note
that delivering authentication code via SMS incurs a per use fee of $0.05 per SMS. To learn more,
click here.

Customize (david.zylker@securesign24x7.com)

Private note @

Authentication ®

Authentication type SMSOTP v
Country code Netherlands (+31) A
Phone number 9876543210

Email and interface language @

Select language English -

Save Close

iii. If Offline is selected, a code will be instantly generated and displayed in the hidden format in a field

below the dropdown. This verification code can be viewed by clicking the eye icon in the same field.
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You can also customize this code by overwriting it with a six-digit verification code of your choice.
You can share this code with the recipients by any means convenient. Once the authentication code is

set, the documents will be locked. Recipients can only unlock it by entering the verification code sent

to them.

Customize (david.zylker@securesign24x7.com)

Private note @

Authentication ®

Authentication type Offline code A

Code 380784 ®

Note: This code is auto-generated. You may
overwrite if necessary.

Email and interface language ®

Select language English v

Digital signature providers

= Note:

o If the incorrect authentication is entered three times in a row, access to the documents will be
blocked.
e The recipient will need to contact admin again to re-enable access to the documents.

Email and interface language

Select the language your recipient would be comfortable navigating the signing workflow in. Note that this will
only change the language of the Email and the interface of the signing workflow, and not the actual contents of the

document. To do so:

1. Click the Customize button next to the delivery mode dropdown.
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[i Sign Q v  Search @
Send for signatures

Document name Sample Partnership Agreement

Add recipients

Send in order Add me Add bulk recipients

1 david.zylker@securesign24x7.com David Zylker Needs to sign - Email - = Customize

2. This will open a pop-up where you can choose the email and interface language from the drop-down.

Customize (david.zylker@securesign24x7.com)

Authentication @

Authentication type None A

Email and interface language @

Select language ‘ English v ‘

Chinese (Simplified) Arabic

Digital signature provic chinese (Traditional)

Select the digital signature provic Czech
sign this document(s) with. )
Danish

© All providers enabled by administrator

O Selected providers

CIose

3. Click Save to proceed.
Signing Order

1. Enable a signing order for the documents by checking the Send in order option. This sends the documents
to the recipients one-after-the-other to be acted upon. For example, if there are two signatories, the

documents would be sent to the second signer only after the first signer has signed the document.
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Add recipients

Send in order Add me Add bulk recipients

2. To set the signing order, arrange the recipient list by dragging the rows using the slider icon or enter each

recipient's intended position in the numeric field next to the slider icon. Do this until the desired order is

achieved and then proceed.

= Note:

¢ If the same position is entered for two or more recipients in the signing order, the document will be
sent to them in parallel for signing.

e The recipients after them in the signing order will receive the document only when all the previous
signers to whom the document was sent in parallel finish signing it.

e Leaving the Send in order option unchecked will send the documents to all the recipients in

parallel.

Automatic Reminders

To set automatic reminders, click More Settings to expand the reminder option, toggle Automatic reminders to

ON, and specify the reminder frequency in the field below.

Automatic reminders m

Automatic reminders will only be delivered via email even if the delivery mode is set to 'Email + SMS!.

Send areminder every 5 days

Recipient Note

1. Enter a message for the recipients of the documents to read in the field under Note to all recipients.
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Note to all recipients

2. After you finish adding all the recipient details and associated actions, click Continue to proceed to the

document viewer.

Document Fields

¢ You can now view the preview of uploaded documents and add the required form fields to the document.

e The document viewer will list the documents uploaded in the left pane, the active document in the center,
the recipients in the top-right pane, and the available field options in the bottom-right pane. You can select
the active document from the left pane and simply drag and drop the required document fields from the
bottom-right pane onto the document to position them. If there are multiple recipients, repeat this for each
recipient by selecting them from the top-right pane.

Documents Sample Partnership Agreement 1/1 243 Detectfields | Actions ¥ = Back

Sample Partners... v P Prefill by you
1P
e PARTNER AGREEMENT
B John Zylker
- john.zylker@zohomail.com
— This Agreement of Limited Partnership is made effective as of , by and
between and Zylker, Inc.

The partnership shall be conducted under the name of ZYLKER, INC and shall maintain
office at 53, Prospect St, Anaheim, CA, 92806.

Standard fields Custom fields

The profits and losses of the partnership shall be divided by the partners according to a mutually
agreeable schedule and at the end of each calendar year accordingly. | Signature ‘ Initial

|§§ Stamp E ‘EE Image
Terms and conditions: |:i Company ‘:i Full name n
The terms of this agreement shall be for a period of 2 years, unless the partners mutually agree in |;; Email E ‘ss Sign date
writing to shorter period. Should the partnership be terminated by unanimous vote, the assets and |EE Date ‘EE Text
cash of the partnership shall be used to pay all creditors, with the remaining amounts to be A
distributed to the partners according to their proportionate share. This partnership agreement |;; Dropdown ‘;; Radio E
shall be governed by the laws of the state of California. Any disputes arising between the |55 Checkboxgroup ‘;5 Payment
partners as a result of this agreement shall be settled by arbitration according to the rules of the |:; Attachment ‘:; Formula

American Arbitration Association and judgement upon the award rendered may be entered in any

court having jurisdiction thereof.

e For custom text fields, you can validate signer input by setting the Validation dropdown to a preferred

format of data or even add a custom regex.
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Uriive Gt vy 2 SULPRVAL Dt £ AT ERy Sk Ay S e UV

Sample Partners... v Recipient
1Pages
. L. . john.zylker@zohomail.com v
B The profits and losses of the partnership shall be divided by the partners according to a mutually
agreeable schedule and at the end of each calendar year accordingly. Required
[[J Readonly
. Terms and conditions: [ Fixed width
The terms of this agreement shall be for a period of 2 years, unless the partners mutually agree in Fixed height
writing to shorter period. Should the partnership be terminated by unanimous vote, the assets and
Default value
cash of the partnership shall be used to pay all creditors, with the remaining amounts to be
distributed to the partners according to their proportionate share. This partnership agreement
shall be governed by the laws of the state of California. Any disputes arising between the Field name
partners as a result of this agreement shall be settled by arbitration according to the rules of the
American Arbitration Association and judgement upon the award rendered may be entered in any
Character limit
court having jurisdiction thereof.
2048
Data label
4
Text-1
Signature p
Validation
. N -
Zylker, Inc Partner Signature one
Representative Signature None
Custom
Numeric
Alphabet

Sample Partnership Agreement lof1 Umescrlptlon

e All fields have a Data label field for mapping and identifying the data. For example, you may choose to add
multiple fields which are supposed to contain the same data.

o To do so, simply add the fields and set their data label to a common value.

[e]

This then functions such that once the signer inputs the data in the first instance, it's automatically
filled in the subsequent fields.

o Using a common data label across fields can also make the fields share properties between them—
Width, Height, Character limit, and Validation—in addition to the field name itself.

[e]

No two fields of the same type and same data label can have different values or properties.

[e]

When the name or properties of any such field is changed, you will be prompted to apply the same

across all other fields sharing the data label.

=] Note:

¢ You can format the font and labels of all fields except Signature & Initial by double-clicking them.
¢ Fields can also be resized by clicking and dragging their edges.
e There must be at least one field for every recipient added to the document as a signer.

In case the signer fields you want to add to the document are already present in a template saved inside Zoho

Sign, you can import them directly onto the document and reposition them. To do so;

¢ Open the Actions dropdown and click Apply field template.
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¢ You can then select the corresponding template from the list of saved templates and click Yes to import the
signer fields onto the document.

Apply field template

Fields of the chosen template will be added. Make sure there is no
overlapping.

Field templates --select--

Sample parent consent form

Sample Partnership Agreement
Sample Sales Agreement

Sample Sales Agreement

Send documents

After the document fields have been set for each recipient, click Send to open the confirmation dialog box, then
click Confirm to send the documents.
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Confirm details

Please verify the number of fields added for each recipient and confirm

Recipient Fields

barbarazylker4@gmail.com 3

Cancel or Confirm

If the document is sent from a trial account, a watermark as shown in the screenshot below will be present in your
document.

[i Sign English A
D | confirm that | have read and understood the "Electronic Record and Signature Disclosure” and consent to use electronic records and signatures. Agree & Continue

Documents
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Sample Social Media Policy

This policy provides guidance for employee use of social media, which should be
broadly understood for purposes of this policy to include blogs, wikis, micro
blogs, message boards, chat rooms, electronic newsletters, online forums, social
2 networking sites, and other sites and services that permit users to share
information with others in a contemporaneous manner.

1. Employees need to know and adhere to the company’s code of conduct,
employee handbook, and other company policies when using their social
media account.

2. Emblovees should be aware of the effect their actions mav have on their
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