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Video Signing

Video Signing allows you to haaeall-in-one solution fordigital sigingand video ommunication
(Audio and Video) in one platforrfthis dowsyouto sign any document based ¢ime legal
requirementsof your country.

Video signing supports from 1 up to 50 participants.

Video Signingas the followingBrowser Supportplease use the latest version in each browser

Chrome Firefox Safari Edge
Android v v
i05 v
macO5 v v v
Windows ' v v ' (ver 81+)

You caralsoinvite guests whdR 2 yhé€ed to signthat support the signer in the video meeting.

The person who sets up thédeo signingcanHog the sessiothemselvesor invite anyoneelseto
host the video signing meetinghe host can also be invited to sign the document, or host without
signing.

Video signings an additionatost on top of the documents and usgplan.

You can start video signing fraime upload popup

Upload Documents

Complete

e z]
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Video signingannot be usedavith VideoConfirmation, Fact Facesigning or Review before
signing.

VideoSigningcan be usedavith ID Check for NZ accounts, and vitik Effective datdunction.

Video Signing technology is using WEB RTC and browser Screen Sharing, desktop is the best platform
for screen sharing however mobile devices use sync technology to3hark SNJ a A 3grSSaQ | O
mobile screen.

Please note:

1 To host and manage a Video signing meeting the host must use desktop or laptop.
9 For best screen sharing use desktop or laptop, in mobile device we are using screen sync,
means mobile device user can share his signing results with other participants

Set Up

To enable Video Signiygur accountmustbe a Secured Signing paildOO2 dzy i = A F &2dz RA R
Video signing credilready,youdl get5.00 creditsto try onevideo signingessiorat no cost for you.

To enable Video Signiniggin to your Secured Signing accountMy Account> My Setting> Video

My Sgttings My Details My Plan My Bi hrw My Email Templates My Signature Templates
My Documents . ) . - . . . = PR .
1 My Settings # Signature Settings S2Branding # Api Settings E1D Check Jay @ Domain
&
i UEzs / My Credit:  $23.4
o o3 Enable/Disable Video Signing
My Account Video Recording Storage Australia
N #| Enable/Disable Recording Archive Storage
My Invitations
il Top up Video Signing
My Reports
ogout

#| Aute Topup Autotopup  $30 e

Video recording storage locatiog selectthe preferredregion to keep the reaaling for long term
archiving, you can select Australia, USA the UK

Enable/Disable Recording Archi&orage - We recommendenablingrecordingarchivestorageso
you can accedbe recording of signinffom the documentwhenever you need .itStorage has a
monthly or annual cost.

Buy Video Signing CreditBuy therequiredamount of video signing credit

Auto Top up- Make sure yowlwayshave enough credits tasevideo signingwith auto top up

We Sign process
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We Sign, invite other people to sign onlimemotely, with video signinggudio-visual
communicatior), once Video Signingenabled any We Sign process ceeVideo Signing as well.

Invitation Workflow

“““““““““

‘‘‘‘‘‘‘‘‘‘‘

Once Vide®igningsticked, schedule the date and time for the Video Signing MeefindCsS file
will be attached tahe email invitation in order to add the meeting to outlook or Google calendars

[
Invite the host fora Video Signing Meeting.

You can reschedule the Video Signing Meefiiogn the email invitation and notify all signers
invitees about new date and time for the meeting.

In casehe dgning process neexh signing order pleasgelectSequentiain the signing order section
and organise your invitees in the required ord€he signing order will hesedin the Video Signing
meeting

Use ofform fieldsis supportedin We Sign Video Signing processinvitee 1 can filin form fields
and all participants can seke date the first invitee filled those fields

We sign Package

Video Signinglso supports W&ign Packagesd seting up the date and timdor the session

10| Page


http://www.securedsigning.com/

EGURED

? Secured SigningHelp User Guide Www.securedsigning.com
Invitation Workflow
Srackoge | Wi
Package Name Document Package 15:02 May 24, 2020
Due Date 31 May, 2020 3:02 pm
Effective Date Enable
Video Signing [ Enable Schedule Date Time @
24 May, 2020 358 pm
Additional Notification Reciplents @ Additional Completion Recipients @
Enable Enable
=1

Form Filler Template

Video Signing supportslHn for reusable templates.

Select the fom you want to send out frorthe template taband press send.

Invitation Workflow

o5 <
Signing Order Type @
Sequential
Effective Date v
Enable
Video Signing Schedule Date Time @ v
B Ensbie 24 May, 2020 356

Check Invitees

Enable IDCheck

Vidao Signing

mike@securedsigning com Mike?

Form filler Template Package

Selectmultiple templates from templatesab and press send.
Setup the date and time fdhe video signingession

In next step you can remove invitegsti the Video Signing process.
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Invitation Workflow

Package Name

Due Date @

Effoctive Date Enable

Video Signing [ Erabie Schedule Date Time @

Additional Video Signing Guests

You can add guests &Video signingessiorto support you in the meetingvithout needing to
sign TheDocument Owner/Sender can add as many guests as rebdinrengthe meeting setup
process.

Each guest will be able to take part in the video signing meeting, watch and talk during the meeting,
butg 2y Qi 0 Ssigh 41 SR G2

Guests aravailablein the WeSign and Form Filler/templaggoces®s, for one or a packageof
documents.

Invitation Workflow

& O More Features

a L.

Additional Notification Recipients Additional Completion Recipients v

Enable Enable

Additional Video Signing Guests ©

=]

Video Guests

i info@securedsigning.co.nz Greg Wood

Enable SMS
Authentication

Additional Video SigninGuests add to Video Signing cost as a participant in the meeting. Rsicing
basal onthe Video Signing page in your secured signing acceulty Setting-> Video Signing

In Progress i Video Signing control and visibility
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Check the document signing stataisany timefrom the In Progress Tab.

Click onii K $icaintb checkthe signing process status change invitee details

Sample Document

L]
Due Date 31 May, 2020 2:40 pn m
Completion Recipients o 0 Selected
Video Signing ﬂ Enabled
Video Signing Schedule 27 May, 2020 2:40 pn o
B video Signing

To reschedul@ Video signing meeting just change the date and time and press update.
You carturn off Video signing for all dndividualsignes/invitees.

Removing the host witlisable the Video Signing processdoeryone

Witness Video Signing

Video Signingupportsthe withessng processlnviteeQ én invitea witness toa signing process
over Video Signing, any invitee can invite any number of witdessideo signing.

The invitee will receive an email to invite the witness and setup a date and time for video meeting,
Ot A01 2y (GKS SYIFLAftQa fAy] (G2 AYy@AdS GKS gAady
to join the video signing meeting.

w»
QX
QX

In the Video Signing meeting, the invitee will sign first and then the witness will sign.

Invitee is the Video Signing meeting host
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Invitation Workflow

@serns

ue Date ® Signing Order Type @

Effective Date.

The sender, invitee, or any other person that is nominated by the sender can host the Video Signing
meeting.

Host, invitee, and witness will all receive email invitations to join the Video Signing Meeting, it is best
practice for the host andhviteesto agree on a date and time for the video signing meeting
beforehand.

Witness Details

“You require a witness for your signature.
Please fill in the details below and click Ok
Witness1:

Email
First name

Last name

Schedule Date =

SEND FOR VIDEO SIGNING

Nominate host for Video Signing Meeting

Invitation Workflow

@ stings O
Due Dste @ ‘Signing Order Type ®
Seauential

sssss

Emabie 10Check

2 Visko igning Witk Winass  mwitee s Host @ Nominsted Host
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The Sender can nominate someone else to host the video signing, they will then receive the host
email instead of the sender and run the video signing session.

Witness Details

You require a witness for your signature.
Please fill in the details below and click Ok
Witness1

Email
First name

Last name

Schedule Date =

Video Signing Meeting T RON Meeting
Video Signing Meetirggtartswith the host, all participants will wait untihe host starsthe

meeting

Thehost starts the meeting by clicking dmeir email invitation tohostthe Video Signing Meeting.

I Video Signing I

Thehost willbe required to sharetheir screen for video meeting recording

Share your screen |

www.dsx.co.nz wants to share the contents of your screen. Choose what you'd like to share,

Your entire screen Application window Microsoft Edge tab

Screen 1 Screen 2

.

The Meeting Buttors Control

Cancel
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1. Leave the meeting, the Host leavesthe meeting it will stop the meeting for all participants
after 5 minutes.

Manage Signing manage the signing procesand who signs when.

Mic mute/unmute

Pause Recording / Start Recording, by default recording willstatb

End Video Signing Meeting for all participants.

Close menu

ogkwh

Manage Signers

TheManage signer button alloghost to manage the signing process who will sign and sihaie
screen next.

In the image below onlthe host and Stu Wood are online in this meeting and Stu is ready to sign
Thehost needs to click otihe Enable Sign/Screen Share button

Video Participants

| (Host)

Matt Green (Signer)
CLOSE
hy oS GKS Kz2ald Of A O] ahett iavitéetw start lo3harheitstid&Sand { K NB Q

sign or fillin and sign
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_—

Sync all here

The tost can scroll to gy page on the document and cligkync All Hei@o bring allthe participants
screersto same location on the document

End Meeting

The lost can end the video signing meetifg attendees if allinvitees havesigned theend of
meeting screen wikhow,and signed document witle sert automaticallyto all parties.

In casesomeparticipantsR A Rjgirhi& meeting andbr sign the documentthe host can end the
YSSGAYy3 F2NJ It | yR rekefueanidviaBan to Sigieniotelyr WitRofitVitleod A Iy & A
Signing

| End Video Signing

Stu Wood (Signer) has not signed yet

Matt Green (Signer) has not signed yet

l}
| Are you sure you want to end the meeting, the room will be closed permanently? if there any
signers did not complete their signing, they will sign in remote signing process or you wallt to

schedule a new meeting for these signers.

CLOSE

Orthe hostcala OKSRdzZ S | yS¢g +ARS2 {AdyaayswsSiAy3a F2NJ

Reschedule a new meeting

The lost can setup a new date and timefy S¢ YSSUAyYy3a 6AGK | yaéhishy@AaisSSa
new meeting will require Video Signing credits to schedule.

Email invitatios will send out to participants fathe new date and time fothe Video Signing
Meeting, they can joithe new meetingrom this invitation..

17| Page


http://www.securedsigning.com/

ECURED
T 7Y k> I . L
S Secured SigningHelp User Guide www.securedsigning.com

| Reschedule Video Signing !

VIDEO SIGNING DETAILS

Schedule a new Video Signing mesting with signer in the list

| Reschedule Date 27105/2020 04:56 PM

Host
Stu Wood- Signer

| Matt Green- Signer

|
{ RESCHEDULE
|
1
i

eNotary

AneNotaryis aNotary Publiavho notarizes documents electronicall®ne of the methods

employed by eNotaries is the use ofligital signatureand digital notary seal to notarize
documentsand validatethem with adigital certificate. Electronic notarization is a process whereby a
notary affixes aligital signature and notary seal using a secBublic keyto an electronic document
(such as &DFor Word document). Once affixed to tliigitaldocument, the document is
renderedtamper evidentsuch that uauthorized attempts to alter the document will be evident to
relying partiesThe enotary will usea cryptograplic X509 Certificateand Public key infrastructureo
create, manage, distribute, use, store, and revoke the digital certificate. The Electronic Notary also
must keep an electronic register of each act performed.

RON¢ Remote Online Notaréion ¢ Secured SigningNotary with Video Signirgn many countries
and stateghat permitelectronic notarization, "satisfactory evidence of identity" may be based on
video and audio conference technology, in accordance with the standards for electronic video and
audio communications set oirn the lawthat permits the notary to communicate witland identify

the principal at the time of the notarial act, provided that such identification is confirmed by (a)
personal knowledge, (b) an antecedengarson identity proofing proessor (c) a valid digital
signature.

By enabling Secured Signing eNotary you agrééips://www.securedsigning.com/eNotaryTerms

eNotray Setting

One place to set up Secured Signing for Notary

Enable eNotary i Set Up

UsingeNotaryrequiresa Secured Signing paid account.
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To enable eNotary go tb.) My Account>2.) My Setting-> 3.) eNotary
4.) Upload you Notary Seal

5.) Upload your Notary Graphical signature

My Settings My Details My Plan My Billing @ My Email Templates My Signature Templates

My Documents

¥ My Settings # Signature Settings [ Video Signing =& Branding # Api Settings  =ID Check £\ Notification @ Domain Authentication & eNotary
]
& ®
Admin Users N My Credit:
+| Enable/Disable eNotary ¥ 3
Q o By enabling eNotary, you agreed to eNotary Terms of Use.

My Account

Buy eNotary Credit

[
My Invitations
Lotk
My Reports
G Auto Topup

Setup eNotary

Logout

& Upload eNotary Seal

# Capture eNotary Signature

If you want to removehe eNotary function just click delete aride functionwill be removedrom
your account.

For acounswith Multiple users¢ Anyusers in the account can be noi@sby uploading their
Notary seal and signature.

In order to use eNatry function you need to buecured Signing Credithe best optionisto use
auto topsoyou always have credit to preform eNotary.

Notariesbased inthe United States;

The notarymustenter their Commission ID, and commission Expiry date basetieir eNotary
seal

If the Notary tiesto notarizea document afterthe commission expiry date the system will stop

them fromdoing so, as theNotary must upload new eNotary seal and update the commission
expiry date.

The Notary is fully responsibier maintaining this and keeping it up to date
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Auto Topup

Setup eNotary

£ Upload eNotary Seal

Commission ID: 123456789

Commission Expire Date: Feb 25, 2021

# Capture eNotary Signature

Online Notary Act

You can dd Online Notary act wording that will appear under ydlotary Seal
Secured Signing already hafalilt wording:
GThis remote online notarization involved the use of audio/visual communication techriology

You can edit this wording to meet yous ® NB (i | NEreqRiremehtsfdr theSeNatary settings
LI 3S @Al Wae ! 002dzyiQpQae {SidAy3aaQpQSb2il NEQZ |

£ Upload eNotary Seal
Online Notary Act: This remote online notarization involved the ¢
Commission ID: 123123123
Commission Expiry Date: Aug 18, 2021 =
State: Pennsylvania v
County: Clearfield v
# Capture eNotary Signature W

o
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This remote online notarization involved the use of
audio/visual communication technology

Set up Video Signing - Remote Online Notarization- RON

Seting your RON, Video Signing meeting

Video Signing - Remote Online Notarization (RON)
Enable Video Signing o

Video Recording Storage Location o us -

u Enable Recording Archive Storage e
Add Video Signing Page into Document °
Enable Recording Link in Signed Document e

1. Enable Video signingRON function withinthe eNotary solution

2. Video recordingwill be stored in your preferred encrypted cloud storage location, US, UK or
Australia. The recording of the video viié removed 7 daysafter the signing process has
been completed, unleghe recarding archives enabled You can download the recordiag
any timebefore remonal.

3. Enable Recording Archive storagéyou want to keep the recording in Secured Sigsing
cloud storage, you can accabe recordingfrom SecuredSgning.This function haan
additionalmonthly cost, see pricing for more information.

4. Add a page to notarized document with a link to access video recording and Video 1D
5. Enable Recording Link in Signed Docungeattcess tdahe recording of the videmeetingvia
a linkin the signed/stamped documentss disabledy default Once enableda page is
added to the document witlthe Video ID URLUink and password to access recording, it

must be enabled withhe Recording Archive storage if you want to access therdig
from the signed documenany later than7 days after completion of thesigning process.
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More Setting

Extra Settings

°5tamped document sent to invitee by: @ Notary Public Secured Signing
olnvitee Authentication Type: SMs KBA ID Verification
olD Verification Settings: Matching No Match ~ o-f not Facial Match ‘ Continue Stop

° Add link to ID Verification in signed document

e B Save Extra Setting

1. Stamped document sent to invitee by Notary or I82cured9gning The Notary can set up
if the system wilautomaticallysend the signed document to clierds completion orif the
document needs to be sent manuallythenotary.L ¥ G KS Wb2(dF NB t dzof AO0Q
the notary has full controbf whenthe client will receive the signed notarized/stamped
document andcanbe held until payment by the clieris completed.
2. Invitee Authentication Type many US states requigegRON meeting tincludeldentity
proofing¢ Knowledgebasead Authentication (KBAgnd Credential AnalysisiD Verification
before starting/joining a RON meeting. Tick KBA and ID Verificatiooltmethesein your
process. SMS adéxtra security to accedhe signing process witan SMS code that will
send tothe clientsmobile phone. You need to knaandenterthe Of A Sy &1 Qa LIK2y S ydz
duringthe invitation procesdefore sending the document
3. ID Verification Setting- you can set up matching data that yalreadyknow about the
invitee, andtherefore shouldappear on thé ID such as names, DOB, ID Number, ID Expiry
date. Ifil KA & Rat&hdol@4h set the process $top or continueByDefault f data
R 2 S anyitéhthe signing processontinuesInany caseifa 2 YSG KAy 3 RaASay Qid Yl
email notification wilbe sert to the senderhotary

Matching | Mo Match - | If not Fac

Add lin| | dc

First Mame
Middle Name
j Last Mame te

igner's Date of Birth
ich

Aa

D number

ID expiry Date

ID Verification Settings: Matching First Name = If not Match @ Continue Stop
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4. If No Facial Match You also can performFacial Match, if the Face Matching with the ID
picture is below the minimum score the face matching result will be failed. You can set the
procesgo continue or sbp the signing processn either case an email notification will send
to the notary/senderstatingthe face matchhasfailed

5. Add a link to ID Verification results in signed documenthis link will allow anyone who
has a copy othe document to access a pageth the offidal name of the signer/inviteas
it was on the ID type of ID used, date of the check and resaftthe checkjass offail).

6. Save extra setting

Please note: invitee can do the KBA and ID Verification any time before the RON meeting,
and then just click on the email invitation and it will takem to join the meeting ithey
previouslypassed KBA and ID Verification

ID Verification Number of Attempts

More Settings

Stamped document sent to invitee by: Notary Public @ Secured Signing

Invitee Authentication Type: sms [AksA [ ID Verification

Dat: N
[ID Verification Settings: Number of Attempts @ One Two ] ) First Name M If not Match @ Continue Stop If not Facial Match @ Continue Stop

Add link to 1D Verification in signed document

[ Save More Settings

TheSigner/client needto capture/scaraclearpicture oftheir Government IDSometimes ths
imageR 2 S P3sSie tothe edges of thdmagebeing cutoffor i K S A yisdar GoBeBsshine
of the ID.

The default is one attempt howeverig recommendedo allow 2 attempts for each signeslease
keep in mindhe the 2" attempt if used will cosan additional rounaf ID Verification.

Tomake a2" attempt the signer will have a buttoon the notificationthat ID Verificatiorhas
failed, with a ¥ry AgaifButton.

In casehe invitees failboth attemptsat ID Verificationthe signer/client ca@dccesshe
RON/Video Signing/signing procelswever the sender taanmanually allowthe signer/client to
access RON/Video Signing/Signing pracess

Goto In Progress Tatr find the document> Click in THE Icon

ID Verification failed - confinue

anyway?
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INBOX TEMPLATES IN PROGRESS SIGNED HISTORY

Q | Search S - =~
IN PROGRESS + Name Invitees Start Date Due Date ~ Status Last Signed Actions
+ @ Draft Not Signed Load WeSign Draft | |D
+ Draft Not Signed Load WeSign Draft || D
Draft Not Signed Load WeSign Draft | |'D
. Meeting Sch... Not Signed nE@& v i 20
[ 1. Meeting Sch... Not Signed i 8 @

ID Verffication falled - continue

[3Sample Document Mar 29, 2021 09:18 p.... Apr 05, 2021 09:18 p... D Verificatio... Not Signed gl

You will see the list of clients who failed ID Verification, click on the names you wanatcied with
the signing and preste allow signing buttor{see above)

This signer has failed ID Verification. It is your responsibility to decide if they proceed to
signing anyway?

ID Verification failed - continue anyway?

-e \

This signer has failed ID Verification . It is your responsibility to decide if they proceed to
signing anyway? Allow Signing

ID Verification: Failed on 03/29/2021 09:22 p.m.

P—

First Name:
Middle Name:
Last Name
DOB:

ID Number:

ID Type:

ID State:

ID Country:

ID Expiry Date:

Liveness:

Facial Score:

Signer needs to click on the link in the email invitation to access signing process even failed 1D
Verification once the process above used.

Tamper-Proof Notary X509 Federal Bridge Digital Certificate IdenTrust

If your state requires you to use a Digital Certification from an approved provider, you can purchase
one from IdenTrust herhttps://www.identrust.com/partners/secureesigning

Click Set up Certificate to do the setup &aemote certificate
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Remote Certificate

< e l@NTUSE
- part of HID Global
Choose Provider IdenTrust Provides government trust based on cross-certification
with the U.S. Federal Bridge Certification Authority (FBCA).
i} https://www.identrust.comy/partners/secured-signing
Verify Setup Other

If your certificate provider is not listed here, Contact Us please

Q

Done

1. Select the certificate provider and the way you want to use your certificate. You can upload
it to Secured Signing or instétle app in your Windows workstation to usiee certificate
on-premises.

Remote Certificate

@ IdenTrust IdenTrust

_ part of HID Global
Choose Provider IdenTrust Provides government trust based on cross-certification

with the U.S. Federal Bridge Certification Authority (FBCA).
https://www.identrust.com/partners/secured-signing

Verify Setup

Other
Cl If your certificate provider is not listed here, Contact Us please
Done How would you like to use your certificate?

.' Upload Certificate
Remote Certificate Sign (Windows Only)

2. Upload Certificateprocessg The backup file you createshile installing the certificate in
your desktop browser. You need to use your password in order to access the file and then
press verify, (pleasensure yo2 Niloading the certificate for signing not for encryption),
once verified press save and y@ready to use it in the signing proceBgery timea
Notary will notarize or sigadocument we will use this certificate tyeate anX509 Digital
Signature.
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Remote Certificate

.
Choose Provider

&

Verify Setup

Q

MNone
LA

Click the button below to upload and verify your certificate

Choose file X Upload Certificate Backup File

Selected file pix %

Certifiate Password

Verify

The certificate is verified, please click 'Save’ to continue.

< Prev Save >

3. Upload certificate Processin case you have a USB tokleawdware to store your certificate
or you want to keep the certificate on your premises/Desktop windows OS saiéct
remote Certificate Sign and press next

Remote Certificate

Choose Provider

Verify Setup

Q

Done

IdenTrust

@ IdenTrust part of HID Global
IdenTrust Provides government trust based on cross-certification

with the U.S. Federal Bridge Certification Authority (FECA).
https://www.identrust.com/partners/secured-signing

Other
If your certificate provider is not listed here, Contact Us please

How would you like to use your certificate?
Upload Certificate
. Remote Certificate Sign (Windows Only)
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4. Clickverifyto select theright certificate in your PCandenter the certificate password

Remote Certificate

f

Click the button below to verify the certificate is correctly

oose Provider installed on your computer

ﬂ Verify

Verify Setup

Q

Done

5. Then you will get this screen

Remote Certificate

Click the button below to verify the certificate is correctly
installed on your computer

Verify

Verify Setup The certificate is verified, please click 'Save’ to continue.

Q

6. Once saveyou will need to download and instdlie Secured Signing Remote Certificate
Sign App in your PC, click download to do it ndw can also dohislater, orthe first time
you need to sign .
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Once

Remote Certificate

1

- Click the button below to download Secured Signing

Choose Provider Remote Certificate Sign App

.

Follow the instruction infomaintion to instaill and setup the

Verify Setup

application on your computer (Windows desktop only).
Q Please be aware to intall the Remote Certificate Sign app, it
may take some times, based on your PC performance.

Notary Wizard

Secured Signing offeaneasy way for Notagesto setup a Notariation process

3 2 9 °
1 Sign We Sign Form Filler  Update
INBOX TEMPLATES IN PROGRESS SIGNED

Then you will see this scree

dick on the Notary Button to start

£

Add
Documents
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Notary
My Documents
] e .q 5 5
i o Welcome to SecuredSigning Electronic Notary Solution
i e Select Your Document
Get started by selecting your documents.
e
My Account
1. Do you want to send multiple documents (package) for signatures?
A 2 Schedule RON Meeting
[~]
Yes - Enable Package @ No - Single Document
My Invitations
A
Ay RS 3 Add Clients / Notary 2. Please select document from local or your inbox folder
=) Select from your local OR Select from your Inbox folders -

Logout

4 Electronic Notary Journal

3. Check document list
No Documents

5 Tagged the Document

Step 1 - Select Your Document

You can create a single Document process or create a paokagsétiple documents. Documeat
can be uploadeasfilesin your PC/hard drive, or Cloud storage

Select documents from your PC, local hard drive or Google Drive, Dropboxoniv@n&ccount oif
already uploadedfrom the SecuredSgning Inbox folder.

Select Documents

Or select from %}
L &

Selected Files No files yet

Select

Once selected press next

Step 21 Schedule RON Meeting

Enable RON and schedule an onhogarization meeting, the date and time for the RON meeting
should be before the signing due dateyou need tcextend this due date and reschedule the RON
meetingt F G SNE @2dz OFy R2 &2 FTNRY (GKS WAYy t NRPINBaaoQ
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Video Signing - Remote Online Notarisation (RON)

1 Select Your Document

Schedule an Online Notarization Session ©

Enable RON Schedule Date Time &

o Schedule RON Meeting Please schedule video signing meeting

Identity Proofing and Credential Analysis

3 Add Clients / Notary KBA - Identity Proofing

ID Verification - Credential Analysis

Personal Knowledge

4 Electronic Notary Journal Credible Witness

5 Tagged the Document

Set up thddentity Proofing ancCredential Analysias neededBydefault KBA and ID Verification
are selected.

Identity Proofing and Credential Analysis

B KBA - Identity Proofing

. ID Verification - Credential Analysis

Personal Knowledge

Credible Witnhess

Personal Knowledge means the Notary knows the clientigaldle to identify the clienwith just
the RON meeting.

Credible Witnesg Clientisunable to provide ID Verification, or you know a witness that can identify
the client. This witness needs be added to the signing process and negtb pass KBA and ID
verification.

PleaseNote: aninvitee can do the KBA and ID Verification any time before the RON meeting, and
then usethe email invitation to join the meeting they have alreadpassed KBA and ID Verification

Step 2 - Florida - Vulnerable Adult
Secured Signing suppsiA for Florida

These arespecial accommodations that Florida notaries require for R@¢n notarizing certain
documentssee here fothe Florida law that specifies what a RON Technology Provider must do:

http://www.leg.state.fl.us/statutes/index.cfim?App mode=Display Statute&Search String=&URL=0
100-0199/0117/Sections/0117.285.html
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In case the notary is from Florida and witnessing certain documents

You will need it if you are Notarized
and Witness these types of documents
but not limited:

1. Last Will and Testament (Or a
Codicil to a will)

2. A Trust with Testamentary Aspects
3. A Healthcare Advance Directive

4. AWaiver of Spousal Rights

5. A Power of Attorney Authorizing any
of the transactions specified in Florida
Statute 709.2208

Then select Yes below

Venue
State County

Florida v Dixie v

Supervising the Witnessing of Electronic Records

WILL YOU (Notary) BE SUPERVISING THE WITNESSING OF ELECTRONIC REC 2
YE:

The Signer havan additionalkset of questionand astatementafter KBA is completedBased on
their answes thesigner willmove on tolD Verificatiorbefore signing.

Step 37 Add Clients / Notary

Add Client/Witness nansand email addressand setup ID Verification matching if need&@u

can alsaselectwhich Notarywill run the sessiofin the eventyou have multiple Notariesn your
account.
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Notary

Client Details — Invitees

s o

Email Address

1 Select Your Document

First Name

2 Schedule RON Meeting

| ssi@dsx.conz | LorraN

Add Clients / Notary

Notary Details

4 Electronic Notary Journal Notary Full Name

Notary Public

5 Tagged the Document

Step 4 - Electronic Notary Journal

Secured SigningHelp User Guide

www.securedsigning.com

Last Name ID Verification Matching Match With x
ADORNATO No Match v
Notary E-Mail

notary@securedsigning.com

Secured Signing providas Electronic Notary Journal. Thigtgeneratedat the endof the signing

process

Notary

Electronic Notary Journal
1 Select Your Document

Use Electronic Notary Journal

Document Title Type of Notarization Other Type of Notarization Notary Fee
2 Schedule RON Meeting
Secured Signing eNotary Partner Nothing selected - Please input other types if any
Principal Details - Name
3| Add Clients / Notary LORRAIN Middle Name ADORNATO
o Electronic Notary Journal
5 Tagged the Document
Previous

Edit the document name, select the type of Notarization, and enter the Notary Fee.

The purnalappearsas below

Notary Journal

Electronic Notary Journal

Notary Full Name: |

Commission 1D:

Notarization Notarization
Date

Type of
Notarization

D £ Titl Number Notary
Time ocument Title of Pages Fee

Video Credible
B B Evidence of Credential ~ Credible N
Invitee Name Invitee Address . R Recording - Witness
Identity Analysis . Witness
Location D
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You can export the Electroniournalto PDF oan Excel file foyour own use.

In My Report page you can ram Electronic Notary Report to cover notarizations done gelected
time period.

My Reports Overview  Current Status  Activity Report e

IREPB“S! Electronic Notary Journal e ~  Select Date Range: £2 October (1, 2020 - October 31, 2020 ~ o I

]

My Documents

My Account
& Electronic Notary Journal
Signatures.
Start Date: October 01, 2020 00:00:00 End Date: October 31, 2020 23:5%:59
=

My Invitations

1) Notary Full Name: Commission ID:
filll
My Reports Notarization Notarization Type of Number Notary Evidence of Video Credible  Cradible
Document Title Invitee Name Invitee Address Credential Analysis

Date Time Notarization of Pages  Fee Identity Recording \\iiness  Witness ID
o Location

Notary Journal Address notin US i overseas address

Ifi KS & ada@resSilNdotErhe US scroll to the bottom of the list and cliGkuntry to select the
country the signer lives.

Electronic Notary Journal

3 Use Elecranic Notary Journal

Document Titls Typs of Notarization Othar Typa of Notarizstion Notary Fes

Principal Details

st

TT— Gther Countries

Electronic Notary Journal

122 se Biectronic Notary Journal

Document Title Type of Notarization Other Type of Notarization Notary Fee

Principal Detadls

Step 571 Tagging the document
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Before sending out the invitation fadRON meeting the documeneeds to beprepared, by adding
signaturefields and notary fieldstamps.

Notary O e T RITEGETEes Sample Document

]
Actions =+ Add Invitee's Signature~  Add eNotary Signature »  Add Form Field » @ Add Broadcast Signature X Remove  Signature Template v B)Next e T—

My Documents ]

+ Add New Invitee's Sigi eNotary Users

-
5 1 -
Admin Users Settings & LORRAN H & eNotary Seal |
@ eNotary Signature _Ssgunzn — =
o E
My Account o
= o LORRAIN J )
al (eNotary Seal) 4
My Invitations
Qrsnes
sl . < )
(eNotary Signature) ¥ 0N S ¥
My Reports /[‘ /ﬂ/t»»‘/
Logout
Thank you for your interest in Secured Signing. Itis our pleasure to provide you
with our signing online solution offering a number of great benefits for your
business:

Set up the Signature Properties, fullinitial Signatures, name and time stamp will be incldide
the signature as below,

Sample Document

Actions = Add Invitee's Signature ~ Add eNotary Signature « Add Form Field « @ Add Broadcast Signature % Remove Signature Template ~

Settings o 1 T
EGURED e,
Qe ——————— B
LORRAIN ADORNATO o 2
s Invitee
LORRAIN &

Signature Properties: , T =1 (eNotary Seal)
Signature Type: 4 1

@ Ful Initials -l (eNotary Signature) RN

A AL L7

Signature Capture Format: °

@ E Signature Scanned [Phone Number J|

Signature
Default features: o - : .
g Thank you for your interest in Secured Signing. It is our pleasure to provide you
Date/Time Name with our signing online solution offering a number of great benefits for your
business:
Extra features: ° T
: * Signin seconds
Job Title Reason ® Save time and resources
* Improve customer satisfaction
Save as Default = Trusted digital signatures (PKI)
® Legally binding signatures
Witness: Li] * Promote a Green business environment..
+Add Witness :::::::]s:‘ou for choosing Secured Signing as your preferred digital signature

Add formfields to be fikdin online by thenvitee/client/ signer as below
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Click here to add a Click here whe
Notary sample Docu [ EEUR

]
s Actions + Add Invitee's Signature~  Add eNotary Signature ~ ~ Add Form Field ~ @ Add Broadcast Signature % Remove  Signature Template ~ 0]
) & Text Box
- . 1 -
Admin Users Settings o £ Muiii Line
Checkbox Bsgu?gn
Q o 8 ® Radio Button <24f
My Account Validation: &) Date Picker
- Required Read Only = Drop Down List LORRAIN
L Validation rule: M B File Upload Button
My Invitations
Numeric only - d & Strikethrough Text
il 9 & BluraRegion
Field Length Limit: - ~
My Reports 1'( Ayt
. No limi . No limi A
G Min: | No limii Max | No limii ///7 —
i ) [Phone Number J
Add a field label:
Logout

Phone Number M Thank you for your interest in Secured Signing. It is our pleasure to provide you

with our signing online solution offering a number of great benefits for your

or Type your own business:

Phone Number * Sign in seconds

= Save time and resources
* Improve customer satisfaction

Once all signatuehave beeradded for all signers arttie Notary, positiothem in the right place

in the document angbress next. If missingsignature press cancébm the €onfirm Invitation
Workfloncpopupto go back

Inthe Wonfirm InvitationWorkflowCPopup you can:

1. Set up the signing due dathe default is 7 days from sendirtige email invitation We will
send 2 auteremindersif the document is not completed by ttsigning due date. Be sure
the due date is after the RON meeting date.

2. SheduleVideo Signing RON meetinglate andtime

Check signer details, you can update them here.

4. Check the Identity Proofing and Credential Analysis meet your Notarization requirements,
you can update them here

5. Edit email invitation or send a personal message.

w
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Confirm Invitation Workflow

£ Settings 4 More Features Bi Electronic Notary Journal

Due Date o n Signing Order Type o
October 31, 2020 5:03 pm Sequential
Video Signing Schedule Date Time @ e 4
Enable October 26, 2020 4:20 pm

Check Invitees

"
1. LORRAIN ADORNATO E4Edit Invitation Email

LORRAIN e | |

Authentication: KBA + ID Verification -
Matching: No Match - o
If not Facial Match @ Continue Stop |:| Add link to ID Verification in signed document

Video Signing

Checkthe Notary Information is correct, the Notary will be the host for the RON meeting

Video Signing

Mike Eyal - Video Signing Host

Press Nexto confirm the Notary journal information.
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Once confirmegressSend.

Confirm Invitation Workflow

£ Settings £ More Features B Electronic Notary Journal

Use Electronic Notary Journal
Electronic Notary Journal

Document Title Type of Notarization Other Type of Notarization Notary Fee

Sample Document Acknowledgment - Please input other types if any $25.00

Principal Details - Name

LORRAIN Middle Name

Previous

You havdull visibility of the signing process the Y ProgressXah

INBOX TEMPLATES IN PROGRESS | SIGNED. e n
N

Search < o~ B
4 N PROGRESS + Name Invitees Start Date Due Date ™ status Last Signed Actis

SAHRED [ Sample Document LORRAIN A..  Oct 24,2020 05:19 p... Oct 31, 2020 05:03 p....| 0f 1 Signed |Not Signed =& v i 265 m @

1. Check the signinstatus, and update invitee details ¥ &A Ay Ay 3 Kl ay Qi

Sample Document

°
{ Due Date October 31, 2020 5:03 p I

Video Signing Enabled

[ Video Signing Schedule October 26, 2020 4:20 p I

Invitee,Video Signing Host,Video Signing

1. Invitee,Video Signing Participant - Not

LORRAIN

Video Signing

2. Document Log, all action/steps in the RON/Signing proceRsis functions agour audit
Log.
3. View the document at tl currentstageof signing.
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eNotary | Sign

To Notarizea documentthat only theNotaryPublic signdi K ISigrProcesss the best optionthe
notary can stamp and sign the document without any invitation process.

Documents t] Z oot
Select a folder 10 save the document
™ NBOX - = JRED ™~
> oy
Click Upload below to upload a document 4 5, artt ’,_{.
=7 -_—""
Y
Or select from your Inbox folders
Thank you for your aning
your
Oracd anather signature 0 8 Sigried oz on
mmmmmm
Signature Settings o«
Please add a sgnature block by clicking the Add Sig button, found at the top
e, in the area below.
nneeniin e Tine SORDOMCEE T TR STT LT ABOROCET)

TheeNotary Seal has a set size based on the image uploaded. You can resize the eNotary signature
and also adé& name anddate.

- Click here to sign all your
| Sign Sample Document

Actions =+ Add Signature Add eNotary Signature ~ % Remove Signature # Sign

Documents B 1

Signature Settings

Default features: L] Thank you for your interest in Secured Signing. It is our pleasure to provide you
. with our signing online solution offering a number of great benefits for your
Date/Time Name istians:

« Sign in seconds

* Save time and resources

* Improve customer satisfaction

* Trusted digital signatures (PKI)

* Legally binding signatures

e Promote a Green business environment...

Thank you for choosing Secured Signing as your preferred digital signature
solution.

Please add a signature block by clicking the Add Sig button, found at the top

left, in order to sign in the area below. For testing purposes only.
E;;uneo
24§72

eNotary Seal

Sagugch
"eNo!ary Signature 4
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eNotary We Sign

In We sign you are able to invite any person to sign the document rdynmtén person with the
Face To Fagarocess and invite the Notary to notarize the document.

Click here wher

We Sign Sample Document start he sig

Actions 4 Add Invitee's Signature~ Add eNotary Signature v Add Form Field ~ ® Add Broadcast Signature % Remove Signature Template ~ B

& eNotary Stamp
Select Documents B @ eNotary Signature

8

Settings

Default features: ©
TRk you for your interest in Secured Signing. It is our pleasure to provide you
witgur signing online solution offering a number of great benefits for your

businggs:

Date/Time Name

e and resources
e customer satisfaction
gital signatures (PKI)

Please add a sigigture
left, 0

by clicking the Add Sig button, found at the top
s only.

107 felNotarQieat)

EGURED

S 8
Stu Wood o I . (eNotary Signature),

In case the account has mulie users orlis part of anenterprise account fan, users can invite the
appropriate Notary from the list to notarize the document.

You can add Form Fields well if you need information captured in the documethiiring
notarisation

Actions =+ Add Invitee's Signature Add eNotary Signature ~ Add Form Field ~ @ Add Broadcast Signature % Remove Signature Template ~ B Next

eNotary Users

P )

& eNotary Seal

& eNotary Signature h____ I

Enable Package or Change Document A |

Save draft

Senders canow save drakand continue tagging the document later. Every 5 minatekaft is also
auto-saved.
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Click h
Sample Document

k Signature » Add eNotary Signature ~ Add Form Field ~ @ Add Broadcast Signature Remove v Signature Template ~

Save Draft

)
- Ad Y =1
’ .
P et 72
N
Thank you for your interest in Secured Signing. It is our pleasure to provide you
with our signing online solution offering a number of great benefits for your
business:
* Sign in seconds
* Save time and resources
* Improve customer satisfaction
* Trusted digital signatures (PKI)
* Legally binding signatures
* Promote a Green business environment...

Thank you for choosing Secured Signing as your preferred digital signature
solution.

Please add a signature block by clicking the Add Sig button, found at the top
left, in order to sign in the area below. For testing purposes only.

Srcufug
l Stu Wood ,I

alt

Onceadraft is savedt will appear inthe Inbox andn-Progress tabs

(i)
— b 8 4 2 2 B
Ducﬁdrgenis Notary Smart Tags. 1 Sign We Sign Form Filler & Update e
TEMPLATES IN PROGRESS SIGNED HISTORY

INBOX + My Inbox Try 2 sampl

Sample Document Apr 05, 2021 05:06 p.m Load Wesign Draft D

1. Load We Sign DraffToopen andcontinue tagging the document
2. Remove Document DrafiRemove all fields and signatwrand from the document.

Add Document

If you need to add a document to a package after you have started placing signgtwressn add
document and creata packagen preparation stage.

Sample Document

+Add Invitee's Signature~  Add eNotary Signature ~  Add Form Field + @ Add Broadcast Signature ~ Remove ~  Signature Template ~

Add Documents

v . \+\=

v
Sample document only

D Signz

The document can be added from your desktop, intsmned folder or the template list
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+ Add Invitee's Signature »  Add eNotary Signature ~  Add Form Fisld ~ @ Add Broadcast Signature  Remove »  Signature Template = ElNext

[@Select Documents. v 1. + = =

[ Enabie Package

Sample document only
2 Add Documents from the Below Source

2 Upload from Local 1o [JENSE

@ Sample Document is in Progress  ~ 7 ’5!? 7z -;:/.iz
AT ae—

B  Select from Signed Folder

B Select from Template Folder - Thank you for your Signing. ¥
with our sigming online solution offering a »mb!vlnrvlb! vefits for your
business:

= Save time and resources

#|Package Documents v

o Settings v

Thank you for chaosing Secured Signing as your preferred digital signature
solution,

Please add a signature block by clicking the Add Sig button, found t the top
e, in order to sign in the are below. For testing purposes only.

To do thisselect the document and click update package.

Replace Document

Toreplacea documentand keep all form fields antie signaturefields in placen the document
select the replace document button.

If the new file differs in size to the originadu may need to do some fine tuning for form fields and
signature positionhowever they will all remain in place.

Sample Document

+ Add Invitee's Signature~  Add eNotary Signature ~  Add Form Field ~ @ Add Broadcast Signature ~ Remove =  Signature Template ~ [ Next

Replace Document

Sample document only

Replace Document

Select Document from the Below Source

4. Upload from Local & | Select from Inbox Folder | ¥

Do you want to replace document “Sample Document” with document **

Replace Document

Documents order in Package
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To changd¢he document order ira packageuse the umnddown arrows in the document lisfThe
top documentwill bethe first in the signing process

Actions + Add Invitee's Signature

A select Documents
£#1Package Documents v

Document List

Select Document

@ Sample Document

‘XRemove Document

[31 SmartTagSample- Witness
no signatures

®Remove Document

3 NDA
no signatures

‘®Remove Document

Select Document

Select Document

2 Settings v

Add eNotal

Al—

"“"h——

* —

eNotary Form Filler Template

While designing Form Hller templateyou canaddaneNotary seal or signature to the template and

save it.

Send thedocument for signature and the Natawill receive arnnvitationto notarize the document.

Form Filler

Actions + Add Invitee’s Signature

Empl Info

Add eNotary Signature ~ Add Form Field ~

@ Add Broadcast Signature

% Remove Save as Template ]

Select Documents =

Enable Package

Select a folder to save the document
B |NBOX "2

Click Upload below to upload a document

B Upload

Or select document from your Inbox folders

Select from your Inbox fol | =
Or select a saved Template

Empl Info -

Settings

eNotary Users

e i | o
_ & eNotary Seal Wi B & & @ Gselectan
& ' [# eNotary Signature
Dldas ‘ J
Employment
Start Date:
Employment
Type:
Position Title
-SEJQUREE Emergency Contact Person:
D

Fl

Employee's Signature:

EGURED
85#”]"
Invitee 1 P
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eNotary with Video Signing i Remote Online Notarization

To enable eNatry with Video Signing for RON you just need to tick Video Signing in signing workflow
popup

& Settings 5 More Features

Due Date o Signing Order Type o

8 Jul, 2020 11:03 am Sequential

Effective Date v

Enable

Video Signing Schedule Date Time © v

Enable 1 Jul, 2020 11:32 am

Check Invitees

A Edit Completion Email A Edit Invitation Emai E= Select Attachments
mike@securedsigning.com Mike1 Eyal

Enable IDCheck

Video Signing

mike@securedsigning.com Mike1 Eyal

During the Video Signing Meeting you can identify the person who will sign in the video call
meeting and you can ask the signer to present to

To learn how to use Video Signing Look to Video Signing.

Snapshot in RON or Video Signing Session

Often, a notary has the need to collect or capture an image of supporting documentation,
credentials, or stipulations during the RON sess
feature, you can capture that image, crop, edit and label on the fly.

The Snapshot feature allows for capture of up to 10 images per signer. They can be
downloaded along with the document as a separate exhibit. Please note that after 7 days
these images are removed from the platform.

Watch a video on how to use Notary Snapshot here.
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X AR

(; - )

-
Notary Queue
Letds face ité We all know that receiving, placi
is a time sensitive issueé Sound familiar? The r
the job has been received and will be taken care of. Often, schedulers are buried in tedious
tasks and fulfilling these requests can be daunt
of montho chaos. Rat her than delaying the proces
without any setback! Secured Signingds new notar
assignment to post into queue.
Simpl e, smart , and secureé Through our innovativ
processed and assigned to a notary queue where an available notary can proceed with the
job and the session invite forwarded to the signer.
Notary Queue is perfect for medium to large companies performing frequent signing services
and have remote, in-house RON certified Notaries able to perform RON for the entire
company.
The new feature supports the ability to have different roles/people assigned to the document
that can prepare and tag as needed, a meeting host and a notary. The feature also allows
for the company to run the notary signing service within the queue feature.
Using Secured Signingés APl or a manual entry ptr
assigns it into a queue. A pool of your company¢

can assign it directly to a specific notary of choice. This is also a great solution for enterprise
clients who plug into a pool of notaries that fulfil session requests on a shift basis. Any notary
on duty can pick up the assignment for immediate or future fulfilment. If they pick up the
assignment by mistake or cannot complete the assignment, they simply return it to the
gueue for pick up by another notary.

Notary Queue Set Up

Admin Users within Team (up to 10 users/ Notaries) or Enterprise account (unlimited number
of users/notaries) plan can setup unlimited queue and can assign available notaries to the
queue.
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An admin user can set up multiple queues based on types of transactions, time of the
transaction or special language requests etc. You can create as many queues as you
required.

Watch a video on how to set up Notary Queue here.

My Settings My Dat My Plan_ My My Email Tamplats
- ©MySettings  # Signature Settings  SVideo Signing  EIBranding S Api Settings O i @ Domain &hNotary  BE Notary O U Remote Certificate 0 Account Security
-
-
B Notary Queue © \ (5]
= - .
After Hours Jobs e v
Wil Gueue Name I l Queue Description l
= Available Notaries O Selected Notaries
2 * @ BTN
“ TN

Assign job / documents to a Queue

Once a preparer has submitted a document to the Notary Queue, the notary can accept the
job, complete the document preparation, and invite principle/signer to join the Remote Online
Notarization meeting.

Once the scheduler/preparer selects an assignment to fulfil the task, they can prep the
document for signature and assign it for pick up by a notary in the queue. The session invite
is simultaneously sent to the signer(s) advising them of an upcoming RON meeting. The
admin can monitor the queue to ensure all sessions are picked up or they can assign it from
the queue to a specific notary for fulfilment.

All gueue members (notaries) will receive an email notification that job is posted to a queue.
The principle (signers, witness, guests) will also receive an email notification that the job was
assigned to a notary queue, and someone will be in touch, shortly.

Notary
Are You Assigning this Session to a Notary or a Queue?
Pootery © Cee b—
o Sl Video Signing - Remote Online Notarisation (RON)
hedule RON Meeting

$Schedule an Online Notarization Session O

3 tnstie moN ~

Identity Proofing and Credential Analysis
W K3A - tdertity Proskng
B 10 Werification . Credentisl Anstyra

s
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From step 3 you can submit to Queue or press next, the doc prep person can do the tagging
as well and submit to g once ready

Notary
. i Client Details - Invitees
+ e e
Signer x
BB Schedule RON Masting Email Address First Name Middie Hame Last Name Authentication Type

Notary Queue
Notary Queue

Watch a video of how to assign a job to the Notary Queue

Notary takes a job

Once Notary notified a new signing process add to a Queue the notary member of. The
Notary can take the Job by click assign to me.

&
o~ X 1 b3 ] °
o Donamans [l o w00 1508 Torm Fies g

s ﬂ ......... .

In case Notary took a job but cannot perform the task, they can assign it back to the queue
for another available notary.

Queue Management

Admin users within a Team or Enterprise account plan have full visibility and control of the
notary queues. The admin or those assigned in a queue have visibility of the queue for
management and monitoring of the process, ensuring all submitted requests are fulfilled!

My Notary Queue My Users My Documents My Reports

N

My Documents ‘ ‘

& All Notaries v Notary Queue:  a|l Notary Queus BB DateCreated: | Select Date Range &2 12/01/2022 - 12/31/2022 = Search Doc Ql® e
Admin Users
3 Document Owner Document Name Date Created Last Sign Date  Status Notary Queue Assigned To Actions
My Account
Ron Smith Dec 12,2022 02:58 Not Signed Yet  Praft After Hours Queue | Not Assigned =& v o
pm.
]
My Invitations 4+  RonSmith Dec 09, 2022 05:32 Dec 09, 2022 Fomplete First Queue Ron Smith @
p.m 05:52 pum.
il
Ron Smith Dec 09, 2022 05:24 Dec 09, 2022 Fomplet First Q Ron Smith i =
e on Smi ec ec omplete irst Queue on Smi i & v @
p.m 05:29 p.m.
L= +  RonSmith Dec 09, 2022 11:21 Not Signed Yet | Praft First Queue Ren Smith ®
Wy Tasks am.
G +  RonSmith Dec 09, 2022 11:17 Not Signed Yet  Praft First Queue Ron Smith @
am
Logout
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Admin use can view status of specific Queue or Notary, allow him to delete the doc from the
queue

Add Remove Signatures / Form fields

In RON or Video Signing Session you can add remove signatures and form fields during the
signing online session.

By clicking on a field, you are given the option to remove it. You can also insert additional
signature fields using the AAdd Signatureo buttoa

Watch a video on how to add or remove signature or form fields here.

Invitee Authentication Type

You can find the setting for that in My Account i > My Settings

Document security access has several authentication types. Invitees/signers need to pass
the authentication type in order to access the signing process and view the documents they
need to fill-in and sign.

WeSign Process

Invitee Authentication Type Email - Pass Code

0 [ Email - Pass Code ]
e Password
SMS
ID Verification
@

KBA
KBA + ID Verification
SMS + ID Verification

SMS + KBA
SMS + KBA + ID Verification

RERRC,

You can use more than one Authentication type such as SMS + ID Verification.

Video Confirmation is an additional way to know who was behind the device at the time of
signing.
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Email / Passcode

Email invitations and reminders are sent to the invitee with a passcode. The invitee needs to
click on the email link and enter the pass code that is in the email. This is the basic
authentication level, based on email address confirmation by receiving the email.

Password

Invitee is required to create a Secured Signing password that meets the Secured Signing
password policy. Once the invitee creates a password they can use it in other signing
processes as well. If the password policy is enforced, the password must be replaced every
90 days.

2ENa 3VI> NOTITICATION -

) Password must change every 90 days
WeSign Process i

6:' Password Policy Enforce ] <

Invitee Authentication Type [ Password - }

SMS

Multi-factor authentication- The invitation is senttothei nvi t ees & etheyicltckomand onc e
the link to access the document an SMS code issenttotheinvi t eeds mdhei | e phone
Sender mustenterthei nvi t eebs mobi | e ggmingmpmcesssgeap.&SMS dur i ng
has extra cost, look to our pricing page for SMS pricing.

ID Verification

Government-issued identity documents are at the heart of many identity-vetting processes.
Performing up to 50 different text- and image-based tests and checking IDs against a
database of nearly 4,100 ID types from nearly 200 countries.

The Facial matching software performs powerful biometric facial recognition match and

liveness detection to prevent identity theft and fraud. A user simply captures an image of

their government issued ID and then takes a selfie. The selfie image is compared to an

extracted photofromt he i dentity document such as a driver
match and provide a confidence score. NIST tested algorithm for biometric facial recognition

match with optional advanced passive liveness test which requires no action and is iBeta

compliant. Prevents presentation attacks from printed images, masks, recorded video or

synthetic video.

Setting

Setting in My Account -> My Setting
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Invitee Authentication Type ID Verification -
6 Allow Authentication Type Change

ID Verification Settings: Number of Attempts @ One Two ] e
Data First Name v
Matching
If Not Match @ Continue Stop o
If Not Facial Match @ Continue Stop

o @ Enable ID Verification Link in Signed Document o

Part 1

In case allow on the fly base don signing process to change authentication type.

Part 2

ID Verification Number of Attempts

More Settings
Stamped document sent to invitee by: Notary Public @ Secured Signing
Invitee Authentication Type: sms  [AxBa [ 1D Verification
— = Data P . ) )
ID Verification Settings: Number of Attempts @ One " Two l Matching o If not Match @ Continue Stop If not Facial Match @ Continue Stop
Ad link to ID Verification in signed document
[ Save More Seftings

Signer / client need to capture / scan good quality picture of Government ID, sometimes the image is
y2i YSSGAYy3a (GKS adlyRIFEINR G2 Fylfeaaa RdzS G2 0Odz
data.

Thedefault is one attempt however it will be best to allow 2 attempts for each signer, keep in mind
2nd attempt if used it will have extra cost for ID Verification.

To access™ attempt signer will have a button in same page notification ID Verification failed Try
Again Button

Ly OF&aS 06020GK FddSyLl}ia FFHAESR Ay L5 2SNRATAOFGAZ2Y
signing process, however we enable sender to control this process manually and allow signer / client
to access RON / Video Signing / Signing process.

Go to In Progress Tab find the document> Click in THE Icon

ID Verification failed - confinue

anyway?
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INBOX TEMPLATES IN PROGRESS SIGNED HISTORY

Q | Search S - =~
IN PROGRESS + Name Invitees Start Date Due Date ~ Status Last Signed Actions
+ @ Draft Not Signed Load WeSign Draft | |D
+ Draft Not Signed Load WeSign Draft || D
Draft Not Signed Load WeSign Draft | |'D
. Meeting Sch... Not Signed nE@& v i 20
[ 1. Meeting Sch... Not Signed i 8 @

ID Verffication falled - continue
anyway?

[3 Sample Document Mar 29, 2021 09:18 p.... Apr 05, 2021 09:18 p... ID Verificatio... Not Signed

You will see the list of clients who failed ID Verification, click on the names you want them to allow
signing and press allow signing button.

This signer has failed ID Verification. It is your responsibility to decide if they proceed to
signing anyway?

ID Verification failed - continue anyway?

-e \

This signer has failed ID Verification . It is your responsibility to decide if they proceed to
signing anyway? Allow Signing

ID Verification: Failed on 03/29/2021 09:22 p.m.

P—

First Name:
Middle Name:
Last Name
DOB:

ID Number:

ID Type:

ID State:

ID Country:

ID Expiry Date:

Liveness:

Facial Score:

Signer needs to click on the link in the email invitation to access signing process even failed 1D
Verification once the process above used.

Part 3

Secured Signing enhances this ID Verification process by creating a strong link between the
ID and the document. You can configure the matching process so that some data must be
part of the ID presented in the ID Verification process and select which parameter you want
to match with the ID.
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WeSign Process

Invitee Authentication Type ID Verification -

ID Verification Setting: Matching { First Name - ]

IfNot Match @ ‘ |

If Not Facial Match No Match
OFF @ Middle Name

Enable ID Verificati Last Name

Signer's Date of Birth
1D number

1D expiry Date

You canalsodecide if you want to continueht signing process the dataR 2 S anyt€hior stop the

processlin either casahe senderreceives an emaiiotifyingthem aboutthe mismatch Thissame

process appésto the Faciamatch, if the face of the signé&@2 Say Qi YI 6§ OK G KS LA O dz
the selfie picture quality is poor. Signing process can stop or continue, sender will get email

notification in unmatched casé god score for Facial matching is about 80 points.

WeSign Process

Invitee Authentication Type 1D Werification -
ID Verification Setting: Matching First Name \d
If Not Match @ Continue Stop
If Not Facial Match @ Continue Stop
OFF @

Enable ID Verification Link in Signed Document

A link tolD Verification results can be embedded on the signed document to build trust and
everybody can be sure the A 3 yidSriltvéascheckedand matches the provided ID

This process can ske up on the fly per signing processtire Invitation workflow popup

Invitation Workflow

Due Date o Signing Order Type o
Nov 1, 2020 9:02 am Sequential
Video Signing v

Enable

Check Invitees

LORRAIN ADORNATO
- LORRAIN
Authentication: ID Verification -
Matching: First Name - LORRAIN If not Match @ Continue Stop
If not Facial Match @ Continue Stop Add link to ID Verification in signed document
Video Confirmation & Face2Face Sign
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Part 4

Add a page to signed / notarized document with a link to access video recording and Video ID

Knowledge Base Authentication 1T KBA
Please note: available for Secured Signing accounts and only for US citizens

Knowledge-based authentication, commonly referred to as KBA, is a method

of authentication which seeks to prove the identity of someone accessing a service. As the
name suggests, KBA requires the knowledge of private information of the individual to prove
that the person providing the identity information is the owner of the identity. Dynamic KBA,
which is based on questions generated from a wider base of personal information.

Identity proofing is the means by which the principal (signer of a document) affirms their

identity. This is done through a third party who uses dynamic knowledge-based

authentication (KBA). KBA is a process in which the principal is asked a series of questions

about the principalés identity and personal hi st
at least 80% of the questions correctly. If the principal fails their first attempt, they may

retake the quiz once within 24 hours. If the principal fails a second attempt, they are

prohibited from retrying with the same notary for at least 24 hours.

Remote Certificate Sign

Find it in My account > My Settings -> Remote Certificate

Secured Signing Digital Signature Solutions is based on X509 PKI Digital Certificate,

Secured Signingbébs CA is issuing signing keys to
certificate you can set up secured signing process to use your own certificate, you always

sign last in the signing order. At this stage we are supporting IdenTrust certificate. Please

contact us to support your certificate.

Secured Signing supports 2 methods upload encrypted certificate to secured signing for your
signing process use , or download Remote Certificate Sign apps to be installed on your
Windows desktop, in signing process Secured Signing platform will access on premises
certificate, hardware or software to sign the document using your own certificate.

More info about IdenTrust Certificate and secured signing at
https://www.identrust.com/partners/secured-signing

Click Set up Certificate to do the setup for remote certificate
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Remote Certificate

< e l@NTUSE
- part of HID Global
Choose Provider IdenTrust Provides government trust based on cross-certification
with the U.S. Federal Bridge Certification Authority (FBCA).
i} https://www.identrust.comy/partners/secured-signing
Verify Setup Other

If your certificate provider is not listed here, Contact Us please

Q

Done

1. Select the certificate provider and the way you want to use your certificate. You can
upload it to Secured Signing or install app in your Windows workstation to use on
premises certificate.

Remote Certificate

IdenTrust

_ @ IdenTrust pisrt of HID Global
Choose Provider ldenTrust Provides government trust based on cross-certification

with the U.5, Federal Bridge Certification Authority (FBCA).
https://www.identrust.com/partners/secured-signing

Verify Setup

Other
If your certificate provider is not listed here, Contact Us please

Q

ne How would you like to use your certificate?
@ Upload Certificate
Remote Certificate Sign (Windows Only)

e
LA

2. Upload Certificate process i The backup file you created during installing the
certificate in your desktop browser. You need to use your password in order to
access the file and then press verify, ( please be sure you uploading the certificate
for signing not for encryption), once verified press save and you are ready to use it in
the signing process. every time Notary will notarize or sign document we will use this
certificate to preform X509 Digital Signature.
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Remote Certificate

.
Choose Provider

&

Verify Setup

Q

MNone
LA

Click the button below to upload and verify your certificate

Choose file X Upload Certificate Backup File

Selected file pix %

Certifiate Password

Verify

The certificate is verified, please click 'Save’ to continue.

< Prev Save >

3. Upload certificate Process i In case you have a USB token / Hardware to store your
certificate or you want to keep the certificate on your premises / Desktop windows
OS only select remote Certificate Sign and press next

Remote Certificate

Choose Provider

Verify Setup

Q

Done

IdenTrust

@ IdenTrust part of HID Global
IdenTrust Provides government trust based on cross-certification

with the U.5. Federal Bridge Certification Authority (FBCA).
https://www.identrust.com/partners/secured-signing

Other
If your certificate provider is not listed here, Contact Us please

How would you like to use your certificate?

Upload Certificate
® Remote Certificate Sign (Windows Only)
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4. Click verify to select the right certificate in your PC , enter the certificate password

Remote Certificate

o
Click the button below to verify the certificate is correctly
hoose Provider installed on your computer
# Verify
Verify Setup
Done

5. Then you will get this screen

Remote Certificate

Click the button below to verify the certificate is correctly
installed on your computer

Verify

Verify Setup The certificate is verified, please click 'Save’ to continue.

Q

6. Once save you will need to download and install Secured Signing Remote Certificate
Sign App in your PC, click download to do it now, you can also do it later, or on first
time you need to sign .
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Once

Remote Certificate

X
Click the button below to download Secured Signing
Lhoose Provides Remote Certificate Sign App
‘ﬂ' Download
erify Setup Follow the instruction infomaintion to instaill and setup the

application on your computer (Windows desktop anly).
Please be aware to intall the Remote Certificate Sign app, it
may take some times, based on your PC performance.

Signature layout Template

Automate your signing process and prepare your documents faster and easier to capture
signatures. With our new Signature Template feature you can create a template for re-use
where the signature position and other signature settings are saved as a template. This way
you can simply select the template to a document or multiple documents within a package.

With a signature template, you just add the invi
time on positioning signatures for each document. Signature template is useful for invoice

approval or documents with the same layout, or for the same signature position across many

documents, such as on the last page at the bottom.

To enable Signature templates, first you need to design your signature template before it can
be applied apply. To do this, login to your Secured Signing account and go to My Account ->
My Signature Templates
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]
My Documents

Admin Users

40

My Account

My Invitations

Signature Templates My Details ~ MyPlan  MyBiling  MySettings My Email Templates SRt t Rl ] o

Current Template Name 3 dNew [Bpave | XDelete
Template:
Documents =

Select a document from your
Tnhaw 2c 2 <amnle Nan dariimant calartad

How to design

]

My Documents
(]
-

Admin Users

*

My Account
“I
My Invitations

Ll

My Reports

&

Logout

Slg nature Templates My Details My Plan My Billing My Settings My Email Templates My Signature Templates

Current ° 1st Page 2 Signatures Default template Share With Account Users dhew [ESave  RDelete
Template: ing Der ( g uredsigning.com) 4

Sales Department (sale@securedsigning.com)

Actions + Add Invitee's Signature~  Add Form Field ~ % Remove

| First Page - |

Settings o
g e s B
A | First Pag
FEEEUFL_D
(] v
o Invitee
L
Signature 1 " | Last Fag
Signature Properties:
_CJECURED
Signature Type: o 8
® Full Initials
Signature 2 ”
Signature Capture Format: @
. E Scanned N
Cimnaturs Cimnstira

How to build your Signature Template:

Select a document from your inbox.

1.

oA

Give your template a name and select the page you want to add a signature, first

page for example

Add a signature and set the signature properties on the left. If require you can add

witness at this stage.

Tick to set this template as a default

Click Save

You can also share the template with other users in your account. Dondt forget
click save

Important Signature Template rules:

T

When choosing signature position on first page, your documents should have at least
one page. When selecting first and last page signature position, your documents
should have at least two pages

If selecting the Signature position in a specific page, for example on page 2 and page
4, all documents should have at least 4 pages, or on 1% page, page 2, and 4 and last
page, all documents should have at least 5 pages.
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9 If Signature position should appear in all pages regardless, you need to select

multipage signing all pages and tick all pages.
a9 Invitee

Signature 1

Signature Properties:

L]

Signature Type:
Full @ Initials

Signature 2 4
Signature Capture Format: o
. E Scanned

Signature Signature

Default features: o

Date/Time Name

Extra features: o

Job Title Reason

Witness: e

=+Add Witness

Multi Page 5igning6

@ All Pages

How does it work?
For We Sign i One Document

Start by ticking the document you want to sign (1) and select a Signature template (2)

10000 Documents 2948 SMS Left 2 Notifications Oh2m
‘ Left By more SIS Barn Average Signing Time

My Document:

s
& o

' K 2 f o B
& Documents Smart Tags We Sign Form Filler Form Direc & Update

My Account

i IN PROGRESS SIGNED HISTORY
Signatures
= INBOX + My Inbox R Trya cample
]
My Invitations @2 semote Document May 12, 2018 08:53 p.m. Ltafnm

Invitation Workflow

Due Date ® Signing Order Type e

19/05/2018 9:13 pm Sequential

Check Invitees

Email First Name Last Name ~

This field is required. This field is required. This field is required.

Video Confirmation e

EAEdit Invitation Email

Email First Name Last Name

This field is required. This field is required. This field is required.

Video Confirmation

You will then be prompted to onlynéer your invitee@ email addresendnamebefore pressng
send

ForWe Sign Package

Select the document in the package and press select a signature template
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9939 Documents Left 2948 SMS Left 2 Notifications Ohzm
B [ Average Signing Time
way Dccuments
&

taviam

tafam

Invitation Workflow

F4 Package & Invitees 2] Documents

Signing Order Type o

Sequential

>

EAEdit Invitation Email

Email First Name Last Name

This field is required. This field is required. This field is required.

Video Confirmation

EAEdit Invitation Email

Email First Name Last Name

This field is required. This field is required. This field is required. v

. 2dz 6Aff G(KSY 68 LINBYLISR (G2 2yie SyiGSNI @2dN

send.

Invitee Allows Decline

Decline & Continue signing in package
Many signing scenarios require a decline of one or more documents within a package,
however you want to continue to sign other documents in the same package.

Once a document has been declined by one of the invitees, the other invitees will be able to
view the document in the signing process butwo n 6 t b esignahisldecunterd anymore.
This mean the signing process for this particular document in the package has stopped but

all other documents in the same package can still be signed..

How to set this up?

Login to your Secured Signing account and go to My Account -> My Setting -> under We
Sign Section. Enable Invitee Allows to Decline and tick continue in package signing process.
Dondét forget t o prsatshetopghitiespage. my setting

. . 1 i)
Invitee Allows Decline Package signing process Stop % Continue

Invitee will be prompted to provide a decline reason and the document owner will be notified
of this by email.
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Decline Information .

PLEASE PROVIDE A REASON WHY YOU ARE DECLINING TO SIGN [
YOUR DOCUMENT

Select a decline Incorrect pricing / quantity v
reason

S Or type a decline

reason

DECLINE CANCEL

Click "Decline’ to confirm your decision

We 6 viso added a decline stamp which includes who declined the document, why and date
and time.

Declined by: Marketing Department;
Date & Time: 12 May, 2018
Bad quality

Decline email notification

The default settings for a declined process is that the document owner will receive an emalil
notification that a document has been declined. However, you might want to notify all
invitees as well. To do so login to your Secured Signing Account -> My Account -> My

Setting -> We sign section -> Enable invitee allows decline and set email notification as
needed.

Invitee Allows Decline

Package signing process

Stop (* Continue
Decline notification email @ Document Owner  9F ®  |nyitees

The document owner always will receive email notification about the document that has
been declined and by which invitee. However, if you enable Invitees to On, all other invitees

will also receive an email notification that the document has been declined and by which
invitee.
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Domain Authentication

Recent changes within the email industry standards require your approval for others to send
emails on your behalf, this is known as domain authentication. We recommend you set up
your own DKIM and SPF authentication. This way, Secured Signing will be permitted to
display your domain's information in your email (invitations and reminders) header. You can
authenticate your domain by simply going to Domain Authentication Tab under My Settings.

By doing this you will benefit from improved delivery of your emails. You are less likely to
experience issues such as emails with spoofing message or your emails landing in junk mail
folders.

My Settings i Domain Authentication - Press Add Domain

My Settings My Details My Plan My Billing My Email Templates

B | -
My Documents 1+ My Settings # Signature Settings 22 Branding #~ Api Settings [\ Notification @ Domain Authentication
(]
- To improve email delivery, we recommend you set up your own DKIM and SPF authentication. This way, Secured
Admin Users + Signing will be permitted to display your domain’s information in your email (invitations and reminders) header,
which can help improve your delivery rates and make your emails look more professional.
£ Add Domain
My Account
digitalsignature. ! [verified] AV
=
My Invitations Authenticate digitalsignature.c with Secured Signing by modifying your domain's DNS records. These changes allow your
emails (invitations and reminders) to appear to come from digitalsignature. . instead of from our servers. After you've made
Al the required DNS changes, please wait 24-48 hours for the changes to propagate.
My Reports DKIM: Create a CNAME record for sslkey._domainkey.digitalsignature.qmmmg with this value:
G sslkey.dkam.securedsigning.com
Logout

SPF: Create a TXT record for digitalsignature.co.nz with this value:

v=spfl include:spf.securedsigning.com -all

Disable Authentication Verify DNS Records

Authenticate your domain with Secured Signing by modifying your domain's DNS records. A
list of domains that are part of your users account will show. Enter changes in your domain
DNS records.

After you've made the required DNS changes, please wait 24-48 hours for the changes to
propagate.

DKIM: Create a CNAME record for sslkey. domainkey. your_domain with this value:

sslkey.dkim.securedsigning.com
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SPF: Create a TXT record for your domain with this value: v=spfl

include:spf.securedsigning.com-all

When completed, verify the domain and you email invitation delivery will improve.

Sighature Setting

Setup signature properties within the We Sign process.

We Sign Sample

LY
. Actions + Add Invitee's Signature~ Al

Ay Documents

- Select Documents E

Admin Users
Settings
My Account
S Invit v
nvitee

=

My Invitations

Signature Properties:
||I|

My Reports

Signature Type: 9
@ Full Initials

- 0

Signature Capture Format:

Logout @ E signature Scanned Signature

(i ]

Default features:

Date/Time Name

Extra features: o

Job Title Reason

Save as Default

Witness: A

+Add Witness

Multi Page Signing 9

Or from My Account -> My Setting -> Signature Setting
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My Settings My Details My Plan My Billing w My Email Templates

£+ My Settings # Signature Settings ==Branding # Api Settings [\ Notification @ Domain Authentication

]

My Documents

-

Admin Users Signature Properties
ﬁ o Signature Type ° @ Ful Initials

My Account Signature Capture Format Li] @ E signature Scanned Signature
& Default features © Date/Time Name

My Invitations

m

My Reports Save as Default

Logout

Extra features © Job Title Reason

Reason

Once save as defaultall new WeSign process signature will htvesame setting. Setup the

Secured Signing platform to meet your signing needs.

Reason

In case invitee needs nter the signing reasqrheycan select from a list or enténeir own.

Build your customisedist of reasonausing this setup screen

Reason

Reasons @ Is Default Reason
1am the author of this document
12m approving this document
1 attest to the accuracy and integrity of this document
1 agree to the terms defined by the placement of my signature on this document

1 agree to specified portions of this document

[+

Invitee will see thisluring thesigning process

- Signing Requirements -

bt
Marketing Department has requested the following details for the signing process
Reason
Select a reason I AM THE AUTHOR OF THIS DOCUMENT ~
| am the author of this document
or Type a reason

| am approving this document
| attest to the accuracy and integrity of this document

Tt | agree to the terms defined by the placement of my signature on this document

st | agree to specified portions of this document

Please add a signature block by clicking the Add Sig button, found at the top
left. in order to sign in the area below. For testing purposes only.

2yte GKAA
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Reason

L]

Reasons. Is Default Reason

1agree to be legally bound by this document according to my role or description u

Invitee will see this popup while signirigess ok in order to sign

Signing Requirements i
) ‘yo
. has requested the following details for the signing process
Reason
I agree to be legally bound by this according to my role or

CAMCEL n

Thanl vma ‘nr r-hnnrénrr Car lrnr"tinninﬂ' ac vnnir nrafarrad Adiaital cianatire

Pop-Up Type

YoucarO2 Y FA 3dzNB K2 ¢ ( KS -upiNdsplaygdyYod carseléctwhaf texyvdlkbe LIJ2 LJ
shown, select from option A or option B.

Popup Type & @ option A Option B

Save Reason Settings

Signing Requirements

has requested the following details for the signing process

Reason

I agree to be legally bound by this 1 according to my role or

CANCEL ﬂ
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Signature Capture

Signature capturing method setup

Secured Signing supports several options to capture your graphical signatures in desktop
and mobile, you can choose from the following options:

Fonti Si gner 6s names in predefine handwritten f.
PC Mouse i Draw Signatures with the mouse.

Upload images 1 Upload graphical signatures images

FAX T Print the Fax form, signed, and Fax it to Secured Signing system, signature

i mages will extract form the fax form and atf
1 Mobile ePad i Extend desktop signatures capturing with your mobile phone, use the

smart phone as an ePad.

= =4 =4 =4

Signature Capture Options

(i) - q Li]
Signatures Mobile ePad Options

@ Link

Full Signature

Initials

Mobile € Font Only @ Draw on glass

b e
R L
[ Save Capturing Settings

Save

For desktop signature capturing, you can decide what type of capturing options are available
to you and your invitees. Tick the relevant capturing method and save your selection.

When capturing signature on mobile, the default is to draw on the glass, it will appear for
invitee to draw signature with his finger.

However, some account owners prefer a predefined font capture option, select as shown in
the image above.

Mobile users can also click on My Signatures, from the left-hand menu. When they select
this, they will view the same capture options as available to desktop users.
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Mobile ePad

If you prefer to use a desktop but you want to draw your signature with your finger, same as
a wet signature you can with our Mobile ePad capability. Use Mobile ePad to draw your
signature on your mobile phone, and it will add these images to your Secured Signing
process activated from a desktop.

How to use Mobile ePad?

Prese Start, based on the account setup the link can be sent by SMS, or user enter the link

in the mobilebds phone browser
'Slgnatures b

Signatures Fant Mouse Upload Fax Mobile ePad

Capture your signature on your Mobile Phone, draw Full Signature and Initials with your

finger.

Click 'Start' to continue

| 1

Enter your Mobile Number. Note: ensure you select the right country code

Signatures

Signatures Font Mouse Upload Fax
Mobile ePad

Send a SMS text to your mobile phone to draw your signature

== - 02 [53 SEND

enter verify code: 68 1 6

Session will time out in Sgseconds.

Full Signature

Initials

With SMS:
With a link:

Entret he | ink in the mobil eds phone browser
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Signatures

ds4u.ce

In both options you will be asked to entre a code to initiate the mobile ePad functionality.

Follow the instructions as prompted.

Choose if you want to Save your signature image or not?

The Signer has the freedom to choose from:

9 Sign without saving their graphical signature images, next time they sign, will be
required to capture signature image again.

i Save and Sign, means the graphical signature image will be saved in Secured
Signing. You wondédt need to captQfcoaseyaourcandaedetegnat ur e
your signature at any time by click My Signature -> delete signature.

Signatures

Signatures Mouse Mobile ePad

Please draw your full signature with your mouse in the space below

N |
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Admin User

For Secured Signing Business plan, the admin user can add more users to the account
themselves. For Enterprise Accounts, you can manage accounts and users at the Admin
Portal.

My Users i Users

Admin user is able to view and monitor the documents of all users within the account.

My Users m My Documents My Reports

[ o
My Dacuments
USERS INVITEES WITNESSES
Admin Users i)
My Ac t
Y Account Full Name Email Address Company Name Job Title Last Login Time User Type Edit Delete
~
] Sales Department sale@securedsigning.com Secured Signing Sale Manager Feb 19, 2018 11:22 User Edit Delete
My Invitations
Marketing Department marketing@securedsigning.com Secured Signing Marketing Feb 19, 2018 11:30 Admin Edit
sl
My Reports
it Show rows:
Logout

A ¢ ¢ o 8 Admin Bser can add more users based on the account plan, you can have more
than one Admin User per account.
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This screen allows you to monitor all invitees for all users within your account. You can also

to view document | og for each invitees6 document
My Users My Documents My Reports

r

My Documents

USERS INVITEES WITNESSES

[

Admin Users

&

My Account

All Users

V| Select Date Range B February 1, 2018 - February 28, 2018 ~

Email Address

Last Lagin Time

Invited By Invitee Name
[~ Q Marketing Department Stu Wood info@securedsigning.com Feb 19,2018 12:12
My Invitations
Doc Name Last Signed Date Status Log
filll
NDA Yet to Sign 0.0f 2 Signed View Logs
My Reports
= @ Marketing Department Feb 7, 2018 12:10
s Q Marketing Department John Webster john@securedsigning.com Feb7,2018 1121
Doc Name Last Signed Date Status Log
NDA Feb7, 20181116 Complete View Logs
NDA Feb7, 20181121 Complete View Logs
Q Marketing Department Marketing Department marketing@securedsigning.com Feb 19, 2018 12:13

My Users i Witness

View all users Witness process.

My Users

My Documents

0

USERS

INVITEES

PRV iy Documents My Reports

© [Search Invitee Q

Admin Users o
All Users ¥ | Select Date Range & February 1, 2018 - February 28, 2018 Search Witness Q
My Account - _ P N
‘Witness Name Email Address Last Login Time Invited By
]
Q Sales Department sale@securedsigning.com Feb 19, 2018 11:22 Stu Wood
My Invitations
Doc Name Doc Owner Last Signed Date Status Log
«lil
Sample Document Marketing Department Feb 19, 2018 12:29 1 of 2 Signed View Logs
My Reports
& [ e
Logout

My Document i Active Documents

Admin user can monitor the signing process for all users within the account. This includes all
active documents, documents In Progress and Signed documents folders.
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My Documents w My Report

M | DateCreated:  seiect Date Range fl February 1. 2018 - February 28, 2018 = Qe

Date Created Last Sign Date
Feb 0L 2018 1250 p.m. Not Signed

Feb 07. 2018 11:12 am. Not Signed

Actions available are:

I View the current active document
View document log
Verify signature
Document Status

o0 Send Manual reminder

0 Update invitee details

o Extend Signing due date
9 Delete document

= =4 =4

My Reports

Admin user can run reports about all users within the account.

Standard user reports are for the documents and activities that belong to that user only.

Overview T Dashboard

Global view in terms of:

i Total Documents

9 Total document signed

1 Total SMS sent

1 Total Users in the account (available for admin user only)

1 Completion rate and success rate of signed document

1 Document Status, number of documents sent, number of documents signed,
completed, and number of pending documents incomplete.

9 Document volume in last 12 month.

1 Completion time in last 12-month, time to complete signing process
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My Reports ° Cument Status  Activity Report  Reparts
] Dashboard current Feb 01, 2018- mar 01, 2018
My Document:
& 4 2 0 2
Admin Users
&
My Account
&
Signatures
- Completion Rate - shows last 12 months Document Status - shows last 12 months

My Ivitations
B incomplete
[alal o W Completed
My Reports
& 62%
Logout

Current Activities
Snapshot of current number of documents in each signing stage, inbox, in progress and
signed tabs

My Reports Overview Repo
L) ° Q
My Documents
- Full Name Emall Address Inbox In Progress Signed
- Sales Department o o 0
i 0 2 0
My Aczount

Activities report
Filter this report by date to get a quick summary of the number of documents in each signing
process, uploaded, form filler, form direct, deleted, in progress and signed.

My Reports Overview  Current Status Reports

®  Select Date Range @ March 1, 2018 - March 31, 2018 Q
cots
Full Name Email Address Company Name Uploaded Form Filler Form Direct Deleted In Progress Signed
Admin Usars
Sales Depariment sale@securedsigning.com Secured Signing 0 0 0 0 0 0
B ietng Deparmen 2 0 o o ,

Reports

Run reports per user or for all users (available to admin user only), export to Excel or PDF.
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My Reports Owverview Current Status Activity Report
i
R Reports: | Invitee Report ~ Choose User: | All Users ~  Select Date Range: f February 1. 2018 - February 28, 2018 ~
6 User Report
,
Admin Users Invitee Report
ﬁ Document Report
Activity Report
My Account
I nVi Pending Report
&‘ Expired Documents Report
Signatures Witness Report
Start Dat 00 End Date: 28/02/2018 23:59:59 User: All Users
— SMS Report

Reports available are:
1 Users report
Invitee report
Document report
Activities report
Expired Documents report
Witness report
SMS report

=A =4 =4 =4 -4 =4

Detailed document report
Use this new report to get full information on all activity within your Account. You can filter this

report by document status. Webve also added a ne
My Repor‘ts Overview Current Status Activity Report

‘

MyDocuments|  Reports{ Detailed Document: >  Fhoose User: | All Users -  Select Date Range: (& May 1, 2018 - May 31, 2018 ~ Document Status|  All Documents ~
]
- All Documents
ey Export - A
Admin Users Pending
a Completed
Declined
My Account B 4
= pire:
P Detailed Document Report
Signatures
Start Date: 01/05,/2018 00:00:00 End Date: 31/05/2018 23:59:59 User: All Users Document Status: All Documents
&
) User User Branch Reference Document Status Signed Declined Declined Date Date Date
sy L2 Name Email Name Name By By Reason Uploaded Sent Signed

Revoked Users Report

As an admin user youde able to generate and view reports for revoked users from your
account, this means you can always be on top of past actions related to these users.

An account can have multiple users, however on deletion of all additional users an account
will still be active, with at least one admin user.

The following reports are available for revoked users
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My Reports Overview Current Status Activity Report
;
- Expired Documents Report

My Documents

Reports: | Expired Documents » |Choose User:| All Revoked Users ~ Select Date Range:| ) December 1, 2019 - December 31, 2019 ~

- User Report
Admin Users View
Invitee Report
* Document Report
My Account Activity Report
> =9 .
? US\- Expired Documents Report
Signatures
9 Witness Report
Start Dat 0 End Date: 31/12/2019 23:59:59 User: All Users
! SMS Report
My Invitations Usey Detailed Documents Report Branch Name Reference Document Total Document Signed
Email Bounce Report
Report Ci o Total Users: 0
il
My Reports Total Documents: 0
G Total Signed Documents: o
Logout

You can generate reports for all revoked users, or specific ones by choosing them from the
drop-down menu.

My Re PO rts Qverview Current Status Activity Report
E
My Documents
Reports:  User Report ~ Choose User:| All Revoked Users - |S=Ied Date Range:  # December 1, 2019 - Decamber 31, 2019~

i All Users
All Active Users

Q i All Revoked Users v
My Account

& User Report

Signatures

All Active Users

- Start Date: 01/12/2019 00:00:00 End Date: 31/12/2019 23:59:59

My Invitations User Name User Email Branch Name

User: All Users

Reference Document Total Document Signed

il Report Created On: 17/12/2019 14:47 Total Users: ]

My Reports Total Documents: 0

E Total Signed Documents: ]

Logout

We Sign Form Fields

You can now add Form Fields in the We Sign document preparation process. As the
document owner you will be able to add the required form fields during the preparation
process. The invitee/signer will be asked to fill in the fields before signing the document.

Sample Document

Actions

# Add Signature~  Add Form Control ~ @ Add 8r2adcast Signature % Remove Control @ Next

# TextBox

Select Documents B @ Multi Line Text Box " .
e Checkbox
o Settings © Radio Button ~ {ret )
£8 Date Picker
My Account
o £ Drop Down List
Validation:
= & File Upioad Button
Required Read Only
ty Invitations
s Add a feld label: @
P . Thank you for your interest in Secured Signing. It is our olnsure to pmvnde you
ogou with our signing online solution offering a number o
= g
ompany Name,
Company Name o Signin seconds ‘M - Pr Z Z
o Save time and resources S RIS
o Improve customer satisfaction
o Trusted digital signatures (PKI}
o Legally binding signatures
o Promote a Green business environment...
Thank you for choosing Secured Signing as your preferred digital signature
solution. g g
& Date
Please add a signature block by clicking the Add Sig button, found at the top
left, in order to sign in the area below. For testing purposes only
v
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e | Edgable documeri

Now you can upload an editable PDF document in the We Sign and Form Filler functions.
Secured Signing system will automatically recognise these fields and present them to be

completed.

You can adjust f i e positibrsand add more fields if required.

First upload the document, then and select if you want to keep the form fields or not.

Choose Document Type

complete these fields

Then adjust and or add more fields to the document. Thene nt er t

and press next

We Sign
[ ] i
Actions
My Documents
°
= Select Documents
My Users
‘ﬁ Settings
My Account
Validation: @
&
Required Read Only
My Invitations
& Add a field label: @

P Select a Label

or Type your own

+Add Signature  Add Form Control + @ Add Broadcast Signature

he invi

% Remove Control B Next

e e

DORESS]

LN NN

1/we have pleasure [

ING DATE

/ERY DATE

*DATE

[ P

WORK ‘

J MOBILE ‘

] ourevou assave ar esmaion |

ADORESS 1S ‘

PHone HoME 1 e

4
|
4

=l

REQUIRED

wQ w0

STORAGE PERIOD ANTICIPATED

Secured Signing recognises the following form fields types:

1 Text box

M Multi line filed
1 Check Box

1 Radio Buttons
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Form Fields Validation Rules

Add Form fields with business rules validation.

1 Required or optional fields to be filled-in by invitee

T Readonlyii nvitee

We Sign

Sample Document

Add Form Field ~ % Remove

c an 6 t-in bydocumemt bwner. f i |

B Next

www.securedsigning.com

ed, fi

Actions

Select Documents. [

Settings

Validation: o

Required

Validation rule:

Read Only

Email Address -

Add a field label °

Email Address -
or Type your own

Email Address

There are more validations rules. Data fill-in must match the rule.

Email address
Website address
Numeric only filed
Characters only field

=

NZ IRD Number

AUS ABN
Credit Card number

AUS ZIP Code

UK ZIP Code

NZ Phone Number
AUS Phone Number
Phone Number

= =8 =4 =8 - —a -4 -8 -8 -8 -8 - -8

=

+ Add Invitee's Signature

@ Add Broadcast Signature

Sample document only

business:

« Signin secands

NZ Bank account format

AUS TFN i Tax Declaration Number

Credit Card Expiry Date
NZ ZIP Code (Postal Code)

Thank you for your interest in Secured Signing. It is our pleasure to provide you
with our signing online solution offering a number of great benefits for your

Email Address £

In case the field is mandatory invitee must enter the right data to pass the validation before
the invitee is able to sign. Also, the field label set as rule validation, you can edit the label
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We Sign Sample |

Invitee Name in the Grid

Following customer feedback, we have now added invitee name and email column in IN
PROGRESS and SIGNED tabs.

Q o w0- BE-
“ IN PROGRESS + Name Invitees Start Date Due Date ¥ Status Last Signed Actions
ABC Company D« StwWood  [Dec07.201709:59a... Dec14,20170959a... 1of2Signed Dec07.2017 1001a.. A = v = -
Accounts D¢ Stu Wood [Dec 07. 2017 09:31 3... Decl4,201709:31a... lof2Signed Dec07.2017 09:33a.. M = + - om
Client A D Stu Wood [Dec07. 2017 08:32 5. Dec14,201708:31a... Megotiating Mot Signed A= v =] -
Client B o Stu Wood [Dec 05, 2017 05:02 p... Dec12 20170502 p... OofLSigned Nat Signed A= v 25 om
[sE Mikel10 Eya... [DecOL 2017 08:39a... DecOB, 2017 08:39a... Oof1Signed Not Signed n= v =5 m
0o Mike Eyal>  [Nov 30,2017 03:25 p... Dec07, 2017 03:25 p... Oof 3Signed Not Signed AE v i2 5 m
O Mike Eyal { | @securedsigningcom) €06 2017 11:32a... Expired Not Signed nNE v i35 m
Gil Galil (- @dsx.co.nz)
Showing 1to 7 of 7 ent
. » Stu Wood (fl @securedsigning.com)

We Sign
Recognition of PDF Form Fields

We Sign process able tecognizeform filed in PDF files, allow you to use them you can keep them
or remove formthe document to be signed.

Choose Document Type

This document includes fields for data input.

Would you like invitee to complete these fields
before signing?

Eemove Fields Include Fields
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Bydefault, this option is available

In case you set it to On , disable this function the question popup above will be gone and form fields
will be flattened to the document without option for signer to enter anything in the form fields.

Enable Assignment of Form

Fields to any Invitee

Disable Recognition of PDF OFF @
Form Fields
Save draft

Tosaveadraft and continue tagging the document latese the Save Draft button in WeSidgtvery
5 minutesa draft will alscauto save

Click h
Sample Document

F Signature v Add eNotary Signature ~ Add Form Field ~ @ Add Broadcast Signature Remove ~ Signature Template v

Save Draft

Thank you for your interest in Secured Signing. It is our pleasure to provide you
with our signing online solution offering a number of great benefits for your
business: \

Sign in seconds

Save time and resources

Improve customer satisfaction

Trusted digital signatures (PKI)

Legally binding signatures

Promote a Green business environment...

Thank you for choosing Secured Signing as your preferred digital signature
solution.

Please add a signature block by clicking the Add Sig button, found at the top

b left, in order to sign in the area below. For testing purposes only.

GURED

8r
Stu Wood ‘I

Onceadraft has been savei will appear in Inbox and in Progress tabs
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]
£ 5 3 L 4 2 2 35|
DocAudr:ems Notary Smart Tags. 1Sign We Sign Form Filler & Update e
TEMPLATES IN PROGRESS SIGNED HISTORY

INBOX + My Inbox & Try 2 sampl

Sample Document Apr 05, 2021 05:06 p.m. Load WeSign Draft "D

1. Load We Sign DraffTo accesandcontinue tagging the document and send
2. Remove Document draftRemove all fields and signatsrend start again

Add Document

You can add a docuemtn to a package during the set up in WeSign, using the Select Documents

Sample Document

+ Add Invitee's Signature - Add eNotary Signature ~  Add Form Field ~ @ Add Broadcast Signature  Remove ~  Signature Template ~

Add Documents

v - = (e

v
Sample document only

4 . "'/”;[,”, Z 4
panel on the lefi ) 5#?

The document can be added from your desktop, int®igned folderor the template list

sturee  Add eNotary Signature ~  Add Form Field + @ Add Broadcast Signature  Remove +  Signature Template »  BNext

[@Select Documents. v - + = =

[ Enabie Package

Sample document only

Uplo: ccalto [N -
@ sample Document is in Progress ¢ 5’( I ""‘_;Z
J ,.7-1-7}".7-—-_'

@  Sselect from Signed Folder

B Select from Template Folder - Thank you for your interest in Secured Signing 1 is our pleasure 1o provide you
with our signing online solution offering a number of great benefits for your
business:

= Save time and resources

#|Package Documents v

o Settings v

Thank you for chaosing Secured Signing as your preferred digital signature
solution,

Please add a signature block by clicking the Add Sig button, found t the top
. in order to sign in the are below. For testing purposes only.

To do thisselect the documentrom the dropdown menus belowlickUpdate Package.

Replace Document

If you start the WeSign need to replace the document with another file without loaitthe form
fields and signature gitionson the document To do this select the Replace Document buifahe
page size or number changes between the documgatsmay need to doearrange soméorm
fields and signature positien
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Sample Document

=+ Add Invitee's Signature ~ Add eNotary Signature ~ Add Form Field ~ @ Add Broadcast Signature Remove ~ Signature Template ~ B Next

Replace Document

Sample document only

Replace Document

Select Document from the Below Source

2 Upload from Local & | Select from Inbox Folder | ¥

Do you want to replace “Sample D it with

Replace Document

Documents order in Package

To change document order in signing process, use the up or dawws in the Document LisThe
top documentwill be first in the signing process

Actions + Add Invitee's Signature~  Add eNota
[3Select Documents v
@Package Documents v

Document List

@ Sample Document ?'.-
pe——

[ SmartTagSample- Witness 4| ¥ h—

no signatures

®Remove Document Select Document

& NDA +
no signatures
ER—

¥ Settings v

Needs to View Field (New)
A sender can choose to assign an Invitee a Needs-to-View field for documents that is
required to be viewed but not signed.

Setting to Enable
My Account -> My Settings
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Signer Needs to View - No Signature

Adding a Needs to View field
With the setting enabled, Add Invitee Signature button will now display as the following:

Click here to add a
signature for signing
or view only

=+ Add Invitee ~ Add Notary Signature ~

[# Signatures @ Needs To View
~ [ FontSize T BT T AK

A Needs to View field acts the same way as a Signature field

& Settings v
. Needs to View Invitee v
3 Invitee

View By Needs to

u View Only Don't need to sign

Needs to View has the following rules:

1 An Invitee cannot both be a Needs to View and a Signer for the same document.

Invitee already exists in the document. An Invitee cannot be added as
both a signer and a view only.

1 Converting a Signature field to a Needs to View field will remove all existing Signature
Fields in that document

Are you sure this invitee needs to view only?

Are you sure this invitee needs to view only? If yes, all signature field in this document will be removed

80| Page


http://www.securedsigning.com/

ECURED
. .
? JN /’J‘y? Secured SigningHelp User Guide www.securedsigning.com

_—

1 Only one Needs to View field is required per document per Invitee

Viewing a Document
A Viewer will get an invitation to View the document

Once the chosen Authentication is done, the invitee will view the document.

Once finished viewing, the user can select the Continue button at the bottom of the page to
proceed.
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