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Support for prefill fields in Send for Signature

Zoho Sign now supports prefill fields in all documents that you send for signature. Prefill fields can be selected
from the document viewer when adding signer fields. Data entered in your prefill fields can be retrieved along

with other form data.
How to add prefill fields to documents when sending them for signature

1. Log into Zoho Sign.

2. Select Send for Signatures.
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3. Click the Add Document dropdown and add the document(s) you wish to send for signatures.
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4. Add recipient details, such as name, email address, and role, and select a document delivery mode.
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5. Click the Customize button to add a private note to each of your recipients, set an authentication type,

choose the email and interface language, and select the digital signature providers the recipient may use to

sign this document(s).
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Customize (dave.smith@securesign24x7.com)

Authentication @

Authentication type None v

Email and interface language ®

Select language English A

Digital signature providers

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

(® Allproviders enabled by administrator

Q Selected providers

Save Close

6. Configure additional settings, such as document validity period, agreement validity period, folder type,
description, and automatic reminders, and add a common note to all your recipients.
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7. Click Continue to proceed to the document viewer, or click Save & Cleose if you would like to save the
document for later use.

8. Select Prefill by you under Recipients and add prefill fields by dragging and dropping them from the Fields
menu.
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Social Media Poli...~ antagonistic, employees should disengage from the dialogue in a polite manner and seck the e

A advice of a supervisor. Dave Smith

¢ Employees should get appropriate permission before you refer to or post images of current or dave.smith@securesign24x7...
former employees, members, vendors or suppliers. Additionally, employees should get
appropriate permission to use a third party's copyrights, copyrighted material, trademarks,

service marks or other intellectual property.
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e Social media use shouldn't interfere with employee’s responsibilities at [Company]. [Company’s] I i _SignDate | i Date

& . .
& computer systems are to be used for business purposes only. When using [Company’s] | £ Text | i Jobtitle
computer systems, use of social media for business purposes is allowed (ex: Facebook, Twitter, T Chockbox . * Dropdown n

[Company] blogs and LinkedIn), but personal use of social media networks or personal

T o

blogging of online content is discoutaged and could result in disciplinary action.

e Subject to applicable law, after-hours online activity that violates [the Company’s Code of
Conduct] or any other company policy may subject an employee to disciplinaty action or
termination.

¢ If employees publish content after-hours that involves work or subjects associated with
[Company], a disclaimer should be used, such as this: “The postings on this site are my own

and may not represent [Company’s] positions, strategies or opinions.”

e Itis highly recommended that emplovees keep [Company] related social media accounts

9. Enter the required information in the prefill fields.
10. Add signer fields to the document(s) for all other signers.
11. Select Send, verify the number of fields added for each recipient, and click Confirm to send the
document(s) right away.
12. Select Send Later if you wish to schedule the sending of your document(s). Configure the date, time, and
time zone and click Schedule & Send.

Schedule

Date and time 01 August 2023 10:00

Time zone Asia/Kolkata -

Asia/Kolkata

Close ‘ Schedule & Send
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How to add or format prefill fields when sending templates for signatures

1. Select Templates from the left navigation panel.
2. Click on a template to open it, or select a template and choose Use Template(s) from the Actions dropdown

menu.
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3. Enter the prefill field values and recipient details and click Continue.

Send for signatures

Document name Non-Disclosure Agreement 2023

Folder to add documents to
Document fields

#1 Checkbox-2 * O

#2 Checkbox - 1 O

* Enter value
#3 Email

. Secure Sign 24x7
#4  Company

. John Martin
#5 Full name

Close or Continue or [SNOIIdELS
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4. Edit the document details if needed, and click Continue to proceed to the document viewer.
5. Click on the prefill field that you wish to format.

Documents RentalAgreement-MonthtoMonth 2/2 Actions ~ | Back

RentalAgreemen...v programs at all times so as not to disturb other people's peace and quiet. Recipient

A 4) ot to paint the dwelling without first getting Owner(s) written permission. Prefill by you -

5) to park motor vehicles in the assigned space and to keep that space clean of oil

drippings and grease. Data label
6) not to repair motor vehicle on the premises (unless it is in an enclosed garage) if such Full name
repairs will take longer than a day.
X X X . . Format
)] to allow Owner(s) to inspect the dwelling, work on it, or show it to prospective
Full N: -
tenants at any and all reasonable times. w eme
8) not to keep any liquid-filled furniture in this dwelling. .
Formatting
9) to pay rent by check or money order made out to the Owner(s) (returned checks will \
Roboto v
2 have applicable late payment fees).
10)  to pay for repairs of all damage, they or their guests have caused. u-/B /I A
11)  to pay for any windows broken in the dwelling while they live there.
Description

Violation of any part of this Agreement or nonpayment of rent when due shall be cause for
eviction under applicable code sections. The prevailing party (shall/shall not) recover

reasonable legal service fees involved.

Tenants hereby acknowledge that they have read this Agreement, understand it, agree to it,

and have been given a copy.

Tenant:

Delete field

6. Edit the field and click Send to send the document for signatures.
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