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InWrodXcWion
GeWWing VignaWXreV online iV ZhaW SignoriW\ iV for. Man\ of oXr clienWV haYe aVked for an all-in-one
docXmenW WhaW conWainV all Whe info Whe\ need Wo XVe oXr VerYice.  ThiV iV iW.  ThiV QXick-SWarW kiW
conWainV all Whe info \oX need Wo geW Vigned online, plXV a feZ oWher XVefXl WipV and WrickV Wo help
\oX ma[imi]e SignoriW\èV capabiliWieV.

GeWWing SWarWed

CUHaWLQJ EOHFWURQLF SLJQaWXUH DRFXPHQWV

Before \oX begin, \oXèll need WZo WhingV:

Ɣ A docXmenW Wo Vend (preferabl\ in PDF formaW bXW almoVW an\ oWher Ćle formaW Zill Zork);
and

Ɣ The nameV and emailV of Whe VignerV for WhaW docXmenW

SWarW b\ clicking Whe bXWWon and When êNHZ DRFXPHQWë Wo VWarW creaWing a neZ
docXmenW.

1. The ê8SORDGë page: if \oX haYe a docXmenW WhaW haV PDF form ĆeldV or anchor We[W, \oX
need Wo VelecW WhoVe opWionV ĆrVW before Xploading \oXr docXmenW. ThiV Zill leW Whe V\VWem
knoZ Wo Xpload Zhile Vearching for WhoVe opWionV. WiWh or ZiWhoXW Upload OpWionV, Xpload
or drag and drop Whe Ćle \oX ZanW Wo XVe Wo creaWe elecWronic VignaWXre docXmenWV. A
meVVage Zill appear Zhen a docXmenW iV VXcceVVfXll\ Xploaded and Zill be liVWed on Whe
righW-hand Vide. When \oXère ĆniVhed, click êNH[Wë or êAGG M\ RHFLSLHQWVë bXWWonV Wo
conWinXe Wo Whe ne[W VWep.
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2. The êRHFLSLHQWVë page: UVing , \oX can add aV man\ VignerV aV \oX need for
a ZorkćoZ. The êSLJQLQJ OUGHUë opWion leWV \oX creaWe a VeqXence for \oXr VignerV and
fXrWher cXVWomi]e Whe ZorkćoZ Wo ĆW \oXr needV. When \oXèYe added \oXr VignerV,
perVonali]e Whe inYiWaWion email Wo \oXr VignerV b\ changing Whe email VXbjecW line and bod\
meVVage Wo VXiW \oXr needV. When \oXère ĆniVhed, \oX can alVo VeW Xp Vome recipienW and
docXmenW VeWWingV on Whe righW, VXch aV VeWWing Xp \oXr aXWomaWed reminder VchedXle and
capWXring page YieZ eYidence from \oXr VignerV. When \oXère done, click êNH[Wë Wo ediW Whe
docXmenW Wo capWXre Whe elecWronic VignaWXre and an\ oWher informaWion from \oXr
VignerV!
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3. On Whe EGLWRU page, \oX Zill Vee Whe docXmenW \oX Xploaded, aV Zell aV Whe VignerV liVWed
on Whe lefW. YoX can change Whem if Where Zere an\ miVWakeV or differenceV. AW Whe Wop of
Whe page, \oX can alVo cXVWomi]e Whe docXmenW VeWWingV.

4. Finall\, once Whe docXmenW VeWWingV are Ćnali]ed, drag and drop Whe WagV from Whe lefW onWo
Whe Vcreen. UVe Whe drop doZn menX afWer VelecWing a Wag Wo change Zho Whe Wag iV aVVigned
Wo. The WagV Zill change color Wo indicaWe differenW aVVigned VignerV. AlVo noWice WhaW afWer
\oX change a Vigner for one Wag, Whe folloZing WagV Zill be aVVigned Wo Whem aV Zell.

5. When \oXère ĆniVhed aVVigning WagV Wo all \oXr VignerV, reYieZ Whe docXmenW and When click
NH[W Wo ĆniVh Xp Whe deVign proceVV. When prompWed, VelecW Whe VWandard elecWronic
VignaWXre opWion.
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6. When iWèV VXcceVVfXll\ VenW, \oX Zill be Waken Wo a CRQJUDWXODWLRQV page Wo conĆrm WhaW iW
ZaV VenW properl\.

EOHFWURQLFaOO\ SLJQLQJ DRFXPHQWV IRU YRXUVHOI

ElecWronicall\ Vigning a docXmenW for \oXrVelf iV a Vimple and eaV\ proceVV ZiWh SignoriW\. IWèV
Vimilar Wo Zhen \oX ZoXld creaWe elecWronic VignaWXre docXmenWV for oWherV, bXW ZiWh feZer VWepV
Wo Vimplif\ Whe proceVV eYen fXrWher. To geW VWarWed, XVe Whe +NHZ bXWWon and VelecW Whe NHZ
DRFXPHQW opWion.

SWep b\ SWep Wo ElecWronicall\ Signing DocXmenWV for YoXrVelf

1. On Whe 8SORDG page, XVe Whe bXWWon Wo bring Xp Whe broZVer and
Vearch \oXr compXWer for Whe docXmenW \oX ZanW Wo elecWronicall\ Vign. When \oXère
ĆniVhed, go Wo Whe ne[W VWep.

2. Once \oXèYe Xploaded Whe docXmenW, \oXèll need Wo add \oXrVelf aV a Vigner on Whe

RHFLSLHQWV page. UVe Whe bXWWon Wo add \oXrVelf aV Whe onl\ Vigner.

3. AfWer adding \oXrVelf, diVregard Whe reVW of Whe RHFLSLHQWV page. YoX do noW need Wo
cXVWomi]e a meVVage or VeW a reminder VchedXle becaXVe \oX are Whe onl\ Vigner and \oX
Zill be re-direcWed direcWl\ Wo Whe Vigning page. When \oXère read\, go Wo Whe NH[W VWep.
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4. NoZ, Vince \oXère Whe onl\ Vigner, raWher Whan being direcWed Wo Whe EGLWRU page like \oX
normall\ ZoXld, \oX go VWraighW Wo Whe Vigning page.

5. Drag and drop Whe WagV inWo place and Ćll iW in immediaWel\ aV \oX go (WhiV iV Zhere WhingV
differ from Whe normal docXmenW creaWion ZorkćoZ)

6. Add Whe VignaWXre Wag When click on iW Wo bring Xp Whe Vigning bo[. YoX can draZ, W\pe, or
Xpload \oXr VignaWXre. Once \oXèYe added all Whe WagV and haYe Ćlled Whem in, click on
FLQLVKHG in Whe Wop righW and Whe docXmenW Zill be Ćnali]ed.

YoX Zill receiYe an email ZiWh Whe Ćnal cop\ or \oX can doZnload iW direcWl\ from \oXr DRFXPHQWV
page.
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TaJV

TagV are ZhaW alloZV \oXr VignerV Wo modif\ and add informaWion Wo Whe docXmenW. HaYing a good
XnderVWanding of ZhaW each Wag doeV Zill help Vimplif\ Whe proceVV Zhen \oX creaWe eSignaWXre
docXmenWV.

To geW VWarWed, hereèV Whe liVW of WagV WhaW are aYailable for XVe ZiWh SignoriW\. Weèll go oYer each
WagèV fXncWion, VeWWingV, and ZhaW iW lookV like on Whe XVer end.

The folloZing WagV are aYailable in SignoriW\:

Ɣ SignaWXre

Ɣ IniWialV
Ɣ Te[W ĆeldV
Ɣ NoWeV
Ɣ DaWeV
Ɣ Checkbo[eV
Ɣ Radio bXWWonV
Ɣ DropdoZn menXV
Ɣ AWWachmenWV

SignaWXre TagV

SLJQDWXUH WDJV alloZ recipienWV Wo add Wheir VignaWXre Wo a docXmenW. SignoriW\ alloZV for Whree

VignaWXre meWhodV b\ defaXlWædraZing a VignaWXre, W\ping a VignaWXre, and Xploading a picWXre of a
VignaWXre. YoX can alVo creaWe \oXr defaXlW VignaWXre deVign for one-click Vigning. There arenèW an\
VeWWingV oWher Whan ZheWher Wo make a VignaWXre Wag mandaWor\ or opWional b\ XVing Whe cogZheel
Zhen Whe Wag iV VelecWed.

When Whe docXmenW iV VenW oXW and Whe recipienW iV read\ Wo Vign, Whe\ need Wo click Whe VignaWXre
Wag. The VignaWXre ZindoZ Zill appear and Whe Vigner haV Whe opWion Wo DUDZ, T\SH, or 8SORDG Wheir
VignaWXre. Then Whe\ Zill click ASSO\ Zhen Whe\ haYe ĆniVhed Wheir VignaWXre Wo add iW Wo Whe
docXmenW.
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IniWialV TagV

IQLWLDOV TDJV are ofWen XVed on docXmenWV Wo proYe WhaW Whe Vigner haV YieZed and read a page

(WhoXgh SignoriW\ haV oWher opWionV for WhiV XVe caVe).

IniWialV fXncWion Whe Vame Za\ aV VignaWXreV. The VeWWingV are alVo Whe Vame, Zhere \oX can change
ZheWher iW iV mandaWor\ or opWional.

For Whe VignerV, Whe\ can click on iW Wo bring Xp Whe VignaWXre ZindoZ and can DUDZ, T\SH, or
8SORDG Wheir iniWialV, Vimilar Wo hoZ iW ZorkV for VignaWXre WagV.

Te[W TagV

TH[W WDJV alloZ \oXr VignerV Wo inpXW informaWion inWo a docXmenW, VXch aV Wheir name, addreVV, or

email.

The VeWWingV for We[W WagV are fairl\ Vimple. YoX can make a Wag opWional or change Whe fonW Vi]e Wo
maWch \oXr docXmenW.
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For VignerV, Whe\ Vimpl\ need Wo click on Whe Wag and begin W\ping Wo enWer Whe appropriaWe
informaWion for Whe docXmenW.

NoWe TagV

UVe NoWe WagV Wo leaYe inVWrXcWionV on Whe docXmenW for indiYidXal VignerV. TheVe can acW like

VWick\ noWeV for \oX Wo leaYe for \oXr VignerV. YoX can aVVign Whem Wo VpeciĆc VignerV Vo WhaW Whe\
are YiVible onl\ Wo WhaW perVon.

The VeWWingV for WhiV Wag iV Whe Vame aV for We[W WagV, Zhere \oX can change Whe fonW Vi]e, bXW Where
are no mandaWor\ or opWional VeWWingV for WhiV Wag.

For Whe VignerV, Whe\ Zill Vee Whe Vame informaWion \oX W\ped in and Zhen Whe docXmenW iV
compleWed, Whe Wag Zill diVappear from Whe Ćnali]ed docXmenW.
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DaWe TagV

The daWe Wag iV an eaV\ Za\ for \oXr VignerV Wo daWe Wheir VignaWXre or parWV of Whe docXmenW. The

defaXlW daWe formaW iV MM/DD/YYYY.

To change Whe daWeèV formaW, click on Whe daWe Wag and When Whe VeWWingV cog WhaW appearV aboYe. In
Whe VeWWingV opWion, \oX can change Whe fonW Vi]ing Wo maWch \oXr docXmenW, aV Zell aV change Whe
daWe formaW Wo one beWWer VXiWed for \oXr docXmenW. Of coXrVe, \oX can alVo VeW Whe Wag Wo opWional.

For VignerV, Whe daWe Wag iV Vimple Wo XVe. Click iW once Wo add Whe cXrrenW daWe, and a Vecond Wime Wo
bring Xp a calendar Wo VelecW a paVW or fXWXre daWe.
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Checkbo[eV

Checkbo[eV are greaW for collecWing mXlWiple choice informaWion from VignerV. ThiV iV greaW Zhen

Whe qXeVWion alloZV VignerV Wo VelecW more Whan one opWion. B\ defaXlW, checkbo[eV are opWional,
bXW \oX can VeW Whem Wo êReqXiredë.

The checkbo[ VeWWingV are VWraighW forZard, \oX can VelecW differenW VW\leV of checkV, beWZeen a
checkmark, doW, and croVV, for ZhaWeYer \oXr needV are. JXVW click on Whe VeWWingV cog Zhen
VelecWing a checkbo[ Wag and bring Xp Whe VeWWingV ZindoZ.

Under SW\OHV, VelecW Whe moVW appropriaWe indicaWor and When click SDYH.

When Whe VignerV are XVing checkbo[eV, Whe VW\leV Zill be applied Wo Whe Ćnali]ed docXmenW. The
VW\le Zill noW be YiVible aV Whe Vigner iV XVing Whe checkbo[ on Whe Vigning page direcWl\. The
Ćnali]ed PDF, hoZeYer, Zill VhoZ Whe VW\le \oX VelecWed Zhen preparing \oXr docXmenW.

PaJH 12 A Q8ICK-START KIT 2021.02 93.0



GHW SLJQHG RQ AQ\ DeYice, AQ\ZheUe

Radio TagV

Radio WagV are XVefXl Zhen \oX haYe an eiWher/or qXeVWion, VXch aV gender, edXcaWion, eWc.

When \oX drag a radio bXWWon oYer, \oXèll ĆrVW be aVked hoZ man\ bXWWonV Zill make Xp Whe groXp.
The Vigner can onl\ VelecW one oXW of WhaW groXping of radio WagV. YoX can Well Zhich radio WagV are
groXped WogeWher becaXVe Whe name of each Wag Zill be Whe Vame. ThiV meanV WhaW if \oX enWered
Whe Zrong nXmber of bXWWonV, \oX can add more b\ changing Whe nameV of Whe radio WagV from Whe
2nd groXp Wo maWch Whe ĆrVW.

BecaXVe WheVe radio WagV are groXped WogeWher, Zhen Whe\ère mandaWor\, one of Whe WagV in Whe
groXp mXVW be VelecWed b\ Whe Vigner Wo VaWiVf\ WhoVe VeWWingV.

For Whe Vigner, Whe\ Vimpl\ need Wo click on Whe radio WhaW iV ne[W Wo Whe beVW anVZer.

DropdoZn MenXV

DropdoZn menXV alloZ a Vigner Wo chooVe one opWion from a liVW WhaW \oX creaWe. ThiV iV greaW for

WhingV like VelecWing Zhich proYince or coXnWr\ Vomeone iV from, or Zhich feaWXreV or opWionV are
beVW for Whe Vigner, eWc.
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To VeW Whe opWionV aYailable in a dropdoZn, click on Whe Wag in Whe docXmenW and When Whe VeWWingV
cogZheel. Under Whe 9DOXHV VecWion, enWer each opWion in VeparaWe lineV, and each line Zill become
a VelecWable opWion for \oXr VignerV. YoX can alVo change Whe fonW Vi]e or make Whe Wag opWional aV
Zell. Once \oXère done, click SDYH Wo conWinXe.

When Whe VignerV XVe Whe dropdoZn menX, Whe\ Zill Vee Whe opWionV \oX deVignaWed and can When
VelecW Whe moVW appropriaWe one for Whe docXmenW.

AWWachmenW TagV

AWWachmenW WagV alloZ VignerV Wo Xpload and aWWach ĆleV Wo Whe docXmenW. ThiV iV reall\ XVefXl for

accepWing Yoid cheqXeV or bank VWaWemenWV, eWc.

A Vigner can onl\ add one aWWachmenW per Wag, Vo if \oX need mXlWiple docXmenWV from Whem,
mXlWiple WagV Zill be reqXired. YoX can make Whem opWional if \oX ZiVh.
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For VignerV, Zhen Whe\ click Whe aWWachmenW Wag, Whe FLOHV ZindoZ Zill pop Xp and alloZ \oX Wo
Xpload a Ćle from \oXr compXWer.

When Whe Ćle iV VXcceVVfXll\ aWWached, Whe paperclip Zill diVappear and be replaced ZiWh a
checkmark aV Veen beloZ.

All VXcceVVfXll\ aWWached ĆleV Zill be added aV a neZ page aW Whe Yer\ end of Whe docXmenW and Zill
be inclXded in Whe Ćnali]ed docXmenW.
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CreaWing and UVing TemplaWeV
SignoriW\èV elecWronic VignaWXre THPSODWHV can VaYe \oX a greaW deal of Wime ZiWh freqXenWl\-XVed
docXmenWV. WiWh jXVW a feZ clickV, \oX can eaVil\ Vend pre-prepared docXmenWV oXW Wo \oXr VignerV
ZheneYer \oX need iW. HereèV a VWep-b\-VWep breakdoZn of hoZ Wo creaWe and XVe a WemplaWe.

CreaWing ElecWronic SignaWXre TemplaWeV

To creaWe a WemplaWe, click and When NHZ THPSODWH.

When prompWed, click on Whe RHJXODU THPSODWH icon.

CreaWing a WemplaWe iV Whe Vame aV creaWing a DocXmenW, bXW Where are feZ WhingV Wo keep in mind.
FirVW, iV WhaW \oX are Waken direcWl\ Wo Whe EGLWRU page, Xnlike a docXmenW, Zhere \oX VWarW on Whe
8SORDG page.
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1. Begin b\ XVing Whe AGG FLOHV bXWWon in Whe middle Wo Xpload Whe docXmenW \oX ZiVh Wo XVe
for making Whe TemplaWe

2. Click on EGLW in Whe RecipienWV VecWion Wo ediW Whe RoleV of \oXr VignerV. Since WhiV iV a
WemplaWe, \oX Zill noW be Vpecif\ing Whe VignerèV name and email like \oX did ZiWh a
docXmenW. ThaW Zill be added Zhen \oX XVe Whe TemplaWe. InVWead, creaWe roleV Vo \oX
knoZ ZhoVe name and email goeV Zhere, VXch aV ClienW, SXperYiVor, or CEO. Add a Vigning
order if \oX ZanW Wo VeqXence \oXr VignerV.

3. Once \oXèYe creaWed Whe roleV for \oXr WemplaWe, go Wo Whe SHWWLQJV in Whe Wop lefW and ediW
an\ email meVVageV or noWiĆcaWionV VeWWingV \oX ZanW. ThiV Zill become Whe defaXlW
VeWWingV for \oXr WemplaWe, Vo ZheneYer \oX XVe iW, Whe docXmenW Zill haYe WhoVe VeWWingV
aV Zell.

4. Finall\, drag and drop TDJV from Whe lefW and aVVign Whe WagV Wo Whe correcW roleV b\ XVing
Whe drop-doZn menX afWer VelecWing Whe Wag. ConWinXe WhroXgh Whe reVW of Whe WemplaWe
docXmenW.

5. Once \oXère done Wagging, click on Whe MRUH opWion in Whe Wop righW ne[W Wo Whe 8VH
THPSODWH bXWWon. SelecW Whe SDYH FLOH opWion Wo make VXre all \oXr changeV are VaYed.
When \oXère ĆniVhed, \oX can cloVe Whe ZindoZ or go back Wo Whe DaVhboard.
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YoXèYe noZ ĆniVhed creaWing Whe ĆrVW of man\ elecWronic VignaWXre WemplaWeV! For all \oXr
commonl\ XVed docXmenWV, Wr\ creaWing WemplaWeV Wo VaYe Wime!

UVing ElecWronic SignaWXre TemplaWeV

There are WZo Za\V Wo XVe a WemplaWe \oXèYe creaWed.

1. From Whe EGLWRU page Zhere \oX Zere VeWWing Xp Whe WemplaWe. Where \oX clicked
MRUH>SDYH FLOH, inVWead click Whe 8VH THPSODWH bXWWon; or

2. Go Wo Whe THPSODWHV page from Whe DDVKERDUG and When click Whe 8VH THPSODWH bXWWon Wo
Whe righW

3. AfWer \oX click on Whe 8VH THPSODWH bXWWon, \oXèll be prompWed ZiWh Whe folloZing
meVVage. JXVW conĆrm Whe creaWion of a NHZ DRFXPHQW and \oX Zill be redirecWed Wo Whe
EGLWRU page Wo prepare for VignaWXreV.

4. Since Whe WemplaWe haV alread\ VeW Xp Whe docXmenW ZiWh Whe WagV, Whe onl\ Whing \oX need
Wo do iV click EGLW ne[W Wo Whe recipienWV, and When replace Whe Role nameV ZiWh Whe VignerèV
acWXal name and email.PleaVe make VXre WhaW Whe roleV are UHSODFHG ZiWh Whe nameV and
emailV of Whe Vigner Wo aXWomaWicall\ aVVign Whe WagV Wo Whem. If \oX add neZ VignerV (i.e
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XVing Whe AGG RHFLSLHQWV or AGG MH bXWWonV), make VXre Wo add neZ WagV WhaW are aVVigned
Wo Whem.

When \oXère happ\ ZiWh Whe docXmenW, \oX can jXVW click in Whe Wop righW Wo Vend Whe
docXmenW for elecWronic VignaWXreV. And \oXère ĆniVhed!

Compan\ Branding and Email MeVVage CXVWomi]aWion
Compan\ Branding alloZV \oX Wo Wake conWrol and add \oXr compan\ logo Wo SignoriW\èV email
noWiĆcaWionV and on Whe docXmenW Vigning page. BUanding & cXVWomi]aWion iV aYailable Wo all Weam Plan
XVeUV.

SHWWLQJ XS CRPSaQ\ BUaQGLQJ

AV a Team AdminiVWraWor:

Ɣ Click on BUDQGLQJ aW Whe lefW hand Vide of Whe daVhboard

Ɣ On Whe Compan\ Branding page, Where are a feZ WhingV WhaW are cXVWomi]able.
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UVLQJ CRPSaQ\ BUaQGLQJ

Compan\ logoV can be XVed in email noWiĆcaWionV and on Whe Vigning page for \oXr docXmenWV. YoX
can Xpload imageV of an\ Vi]e, and SignoriW\ Zill reVi]e Whem aV needed. JXVW check Whe 8VH
CRPSDQ\ BUDQGLQJ opWion and When Xpload Whe image of \oXr logo from \oXr compXWer. The logo
for Whe email header Zill be VhoZn in Whe inYiWaWion and noWiĆcaWion emailV. While Whe logo for Whe
Vigning page Zill be VhoZn for Zhen Whe\ acceVV Whe Vigning page and for Whe WemplaWe link acceVV
page.

CXVWRPL]LQJ EPaLO CRQWHQW

The email fooWer, email VignaWXre and email Wagline in all email noWiĆcaWionV can be cXVWomi]ed
WhroXgh Compan\ Branding. ThiV Zill be applied Wo all \oXr Weam memberV.
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Team ManagemenW

When \oX Vign Xp a Weam plan for \oXr corporaWion, \oX can add XnlimiWed XVerV Wo \oXr Weam.
There are foXr differenW roleV WhaW \oX can aVVign Wo Weam memberV depending on Wheir role in \oXr
compan\. The roleV are: Billing Admin, SXper Admin, Team Admin, and RegXlar UVer. Each role haV
iWV oZn permiVVionV priYilegeV (Vee beloZ). TeamV and VXbWeamV are an efĆcienW Za\ Wo Vhare
docXmenWV and WemplaWeV ZiWh people in \oXr compan\ and manage docXmenW acceVV conWrolV.
NoWe WhaW VXbWeamV are W\picall\ onl\ aYailable Wo PremiXm Plan and aboYe, bXW aV of March 13,
2020, iW haV been made aYailable Wo all planV dXe Wo Whe coronaYirXV oXWbreak.

THaP AFFRXQW RROHV aQG PHUPLVVLRQV
Here iV a breakdoZn of all Whe permiVVionV WhaW each Weam role poVVeVVeV.

RHJXOaU UVHUV

Ɣ ConĆgXre DRFXPHQW SKDULQJ for Wheir accoXnW WhroXgh PURĆOH SHWWLQJV Xnder M\
AFFRXQW

Ɣ ConĆgXre THPSODWH SKDULQJ for Wheir accoXnW WhroXgh Whe PURĆOH SHWWLQJV Xnder M\
AFFRXQW

Ɣ AcceVV Wheir oZn docXmenWV and WemplaWeV, and Vhared docXmenWV and WemplaWeV in Wheir
VXbWeam WhroXgh Whe PURĆOH SHWWLQJ Xnder M\ AFFRXQW

Ɣ VieZ Wheir VXbWeamèV acWiYiWieV

THaP AGPLQV

Ɣ Add regXlar XVerV Wo Wheir VXbWeam
Ɣ SeW Xp logoV for Wheir VXbWeam
Ɣ GeneraWe API ke\V for inWegraWionV
Ɣ ConĆgXre DRFXPHQW SKDULQJ for Wheir VXbWeam WhroXgh Whe THDP Global ProĆle SeWWingV
Ɣ ConĆgXre THPSODWH SKDULQJ for Wheir VXbWeam WhroXgh Whe THDP Global ProĆle SeWWingV
Ɣ AcceVV Wheir oZn docXmenWV and WemplaWeV, and Vhared docXmenWV and WemplaWeV in Wheir

VXbWeam WhroXgh Whe PURĆOH SHWWLQJ Xnder M\ AFFRXQW
Ɣ VieZ Wheir VXbWeamèV acWiYiWieV

NoWe WhaW Team AdminV are alZa\V placed ZiWhin a Vingle VXbWeam.

SXSHU AGPLQV

Ɣ Add VXbWeamV, regXlar XVerV, and Weam adminV.
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Ɣ Manage plan and oYerage pa\menW VeWXp
Ɣ SeW Xp logoV for Whe rooW Weam and all VXbWeamV
Ɣ GeneraWe API ke\V for inWegraWionV
Ɣ ConĆgXre DRFXPHQW SKDULQJ for Whe rooW Weam and VXbWeamV WhroXgh Whe THDP Global

ProĆle SeWWingV
Ɣ ConĆgXre THPSODWH SKDULQJ for Whe rooW Weam and VXbWeamV WhroXgh Whe THDP Global

ProĆle SeWWingV
Ɣ AcceVV Wheir oZn docXmenWV and WemplaWeV and Vhared docXmenWV and WemplaWeV in Whe

rooW Weam WhroXgh Whe PURĆOH SHWWLQJ Xnder M\ AFFRXQW
Ɣ VieZ rooW Weam and all VXbWeamVè acWiYiWieV

BLOOLQJ AGPLQV

A Billing Admin haV Whe Vame permiVVionV aV a SXper Admin, bXW can alVo:

Ɣ Add SXper AdminV Wo Whe rooW Weam
Ɣ Add and change Whe crediW card informaWion WhroXgh Whe PD\PHQW MHWKRG Xnder M\

AFFRXQW
Ɣ Manage plan and oYerage pa\menW VeWXp

AGG a THaPPaWH

ThiV VWep mXVW be done b\ Whe Team AdminV, SXper AdminV or Whe Billing Admin.  If \oX alloZ a XVer
Wo Vign Xp for a paid accoXnW on Wheir oZn, Whe\ Zill noW be able Wo join \oXr Weam ZiWhoXW help from
oXr backend VXpporW Weam.

Click on Whe THDP opWion from Whe lefW Vide NDYLJDWLRQ bar. On Whe THDP page, click Whe
êTHDPPDWHë opWion.

YoXèll be prompWed Wo enWer Whe EPDLO AGGUHVV, RROH and THDP NDPH of Whe neZ WeammaWe. YoX
can geW more deWailV aboXW Weam accoXnW roleV and permiVVionV here. When \oXèYe enWered Whe
informaWion, click OK. YoXèll When be aVked Wo enWer Whe Weam memberèV ĆrVW and laVW name.
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An accoXnW and Wemporar\ paVVZord Zill be VenW Yia email Wo Whe perVon \oX inYiWe. If Whe\ alread\
haYe an accoXnW, Whe\èll receiYe an inYiWaWion Yia email, and Zill join Whe Weam afWer Whe\ accepW iW.

MRYLQJ a THaPPaWH IURP OQH THaP WR AQRWKHU

ThiV VWep mXVW be done b\ Whe Billing Admin or a SXper Admin.

Click on Whe THDP opWion from Whe lefW Vide of Whe NDYLJDWRU bar from Whe daVhboard menX. On Whe
THDP page, click Whe êEGLWë opWion.

When Whe WeammaWe iV Whe oZner of Vhared docXmenWV and Vhared WemplaWeV, Whe oZnerVhip mXVW
be WranVferred Wo Whe cXrrenW Weam before \oX moYe her/him.
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DHOHWLQJ a THaPPaWH

ThiV VWep mXVW be done b\ Whe Billing Admin, SXper Admin or Team Admin.

Click on Whe THDP opWion from Whe lefW Vide of Whe NDYLJDWRU bar from Whe daVhboard menX.
TranVfer oXW or deleWe docXmenWV Wo empW\ Whe accoXnW ĆrVW. YoX can WranVfer docXmenWV Wo
an\one in Whe accoXnW inclXding \oXrVelf.

DocXmenWV and ĆleV Zill be WranVferred Wo Whe deVignaWed XVerèV accoXnW in a folder in Wheir
DocXmenWV page.

Simpl\ conĆrm WhaW \oX ZiVh Wo deleWe Whe Weam member from Whe Weam.
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EGLW THaPPaWHV

YoX can alVo ediW Whe roleV of Weam memberV if neceVVar\. YoX can giYe a XVer SXper Admin, Team
Admin capabiliWieV. Go Wo Whe THDP page and VelecW a Weam member. Click Whe EGLW opWion and in Whe
ZindoZ, XVe Whe drop-doZn menX ne[W Wo RROH Wo ediW Wheir accoXnW acceVV.

If \oX ZanW Wo WranVfer accoXnWV Wo a differenW XVer, \oX Zill need Wo aVk Whe XVer in qXeVWion Wo log
in and change Wheir AFFRXQW NDPH and EPDLO from Whe PURĆOH SHWWLQJV. The neZ XVer can reVeW Whe
paVVZord and haYe fXll acceVV Wo Whe old accoXnW.

SXbWeamV

CreaWing a VXbWeam alloZV \oX Wo Vhare docXmenWV and WemplaWeV among VXbWeam memberV,
making iW eaVier for \oXr VXbWeamV Wo efĆcienWl\ manage docXmenW acceVV conWrol. The Weam
Billing Admin, SXper AdminV, and Team AdminV can manage VXbWeamV and WeammaWeV. ThiV
feaWXre iV aYailable Wo an\ plan aW or aboYe Whe PlXV Plan.

CreaWe a SXbWeam

SXbWeamV can onl\ be creaWed b\ a Billing Admin or a SXper Admin.

To creaWe a VXbWeam, click on Whe Team opWion from Whe lefW Vide of Whe NaYigaWor bar from Whe
daVhboard menX. On Whe Team page, click Whe ê+SXbWeamë opWion.
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Then enWer Whe Weam name Wo add a neZ VXbWeam.

DeleWe a SXbWeam

ThiV VWep mXVW be done b\ Whe Team Billing Admin or a SXper Admin.

YoX can deleWe a VXbWeam Zhen Where iV no WeammaWe in iW. EiWher deleWe or moYe WeammaWe(V) Wo
oWher WeamV before deleWing Whe VXbWeam.
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Team Global ProĆle SeWWingV and DocXmenW Sharing

SeWWingV

GOREDO PURĆOH SHWWLQJV are one of SignoriW\èV Weam managemenW capabiliWieV.

BLOOLQJ AGPLQV and SXSHU AGPLQV can conĆgXre VeWWingV for XVerV
in Whe rooW Weam and VXbWeamV. THDP AGPLQV can onl\ conĆgXre
VeWWingV for XVerV in Whe VXbWeam WhaW Whe\ are in. ConĆgXrable
VeWWingV inclXde reminder email VeWWingV, docXmenW e[pir\ VeWWingV,
and docXmenW and WemplaWe Vharing VeWWingV. Global ProĆle
VeWWingV can be acceVVed WhroXgh THDP locaWed in Whe lefW Vide of
Whe NDYLJDWRU bar. SelecW Whe Weam(V) WhaW \oX ZanW Wo conĆgXre
defaXlW VeWWingV for.

BeloZ iV an e[ample of conĆgXring DRFXPHQW DQG THPSODWH SKDULQJ VeWWingV for êGXeVWë Weam
XVerV b\ a THDP AGPLQ.

An\ XVer can change Vome of Whe VeWWingV from Wheir oZn PURĆOH SHWWLQJV Xnder M\ AFFRXQW if
Whe\ ZiVh Wo haYe Wheir oZn docXmenW UHPLQGHU and H[SLU\ VeWWingV. DocXmenW Vharing VeWWingV
cannoW be modiĆed from a XVerèV perVonal PURĆOH SHWWLQJV. The Vame VeWWingV can alVo be modiĆed
b\ an\ XVer for indiYidXal docXmenWV WhroXgh SHWWLQJV in Whe docXmenW deVigner page.
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SignoriW\ PrinWer DriYer
The SignoriW\ PrinWer DriYer alloZV \oX Wo Xpload docXmenWV Wo \oXr SignoriW\ accoXnW ZiWhoXW
haYing Wo e[iW \oXr deVkWop applicaWion. Uploading docXmenWV Wo SignoriW\ XVing WhiV prinWer driYer
ZorkV like prinWing Wo a prinWer, bXW \oXère prinWing Wo SignoriW\.  HereèV hoZ Wo inVWall and XVe
SignoriW\èV prinWer driYer.

InVWallaWion

FirVW, doZnload Whe SignoriW\ PrinWer DriYer InVWaller Package Wo \oXr deVkWop.  The InVWaller
Package can be foXnd aW hWWpV://ZZZ.VignoriW\.com/VignoriW\-prinWer-driYer/. There iV boWh a
WindoZV 32-biW doZnload and a WindoZV 64-biW doZnload. ChooVe Whe one WhaW iV compaWible
ZiWh \oXr deVkWop enYironmenW.  NoWe WhaW Whe SignoriW\ PrinWer DriYer acWV like a program inVWead
of an acWXal prinWer, Vo if \oXr compan\ iV XVing a VerYer Wo hoVW XVer Werminal VerYerV, or if \oX
haYe a prinW VerYer WhaW regXlar XVerV cannoW acceVV, \oX can inVWall Whe PrinWer DriYer on each
indiYidXal XVer Werminal VerYer.  OWherZiVe, iW can be inVWalled on a prinW VerYer or oWher VerYer.

Once \oXèYe done WhaW, open Whe Ćle Wo laXnch Whe inVWaller.  If \oXère XVing WindoZV, \oX mighW geW
a Zarning Vign Va\ing WhaW WindoZV proWecWed \oXr PC.  In WhiV caVe, click on êMore Infoë and preVV
êRXn An\Za\ë. Then \oX Zill be Waken Wo Whe inVWaller UI.

AfWer clicking ne[W, a ZindoZ ZiWh Whe end-XVer licenVe agreemenW Zill VhoZ Xp.  Read Whe
agreemenW and check Whe êI accepWë checkbo[ Wo conWinXe.
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YoX Zill When be able Wo VeW Zhere \oX ZanW Wo inVWall Whe applicaWion.  The defaXlW locaWion iV
C:\SignoriW\\.

From here, ĆniVh Whe inVWallaWion proceVV.  Make VXre Wo reVWarW \oXr compXWer, and Whe prinWer
driYer Zill be read\ Wo XVe.
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UVing Whe SignoriW\ PrinWer DriYer

There are WZo Za\V Wo prinW Wo SignoriW\.  The ĆrVW meWhod iV Yer\ Vimple. IW ZorkV e[acWl\ like a
regXlar prinWer.  Open Whe Ćle \oX ZanW in an\ docXmenW YieZer/ediWor and click êPrinWë (or CWUO+P)
like \oX normall\ ZoXld Zhen prinWing a docXmenW. Then, VelecW SignoriW\ PrinWer aV \oXr prinWer
and click êPrinWë. ThiV VhoXld open Whe PrinWer QXeXe ZindoZ Zhere \oXr docXmenW Zill appear.
YoX can alVo drag and drop docXmenWV from \oXr File E[plorer direcWl\ inWo Whe PrinWer QXeXe
ZindoZ.  The ĆrVW Wime \oX XVe Whe prinWer driYer, \oX Zill need Wo enWer Whe XVername and
paVVZord of \oXr SignoriW\ accoXnW.  If \oX need Wo, \oX can prinW mXlWiple docXmenWV inWo Whe
PrinWer QXeXe aW a Wime.

YoX can alVo rename Whe docXmenWV b\ doXble-clicking on Whem, and deleWe docXmenWV b\ preVVing
Whe êDeleWeë bXWWon.  NoWe WhaW \oX are noW alloZed Wo modif\ Whe docXmenWèV e[WenVion.  For
e[ample, if a docXmenW iV a PDF docXmenW, \oX cannoW change Whe ê.pdfë e[WenVion Wo VomeWhing
elVe.  Doing Vo Zill caXVe an error.

Once \oX haYe all \oXr docXmenWV in Whe PrinWer QXeXe, click êSend Wo SignoriW\ aV a docXmenWë.
ThiV Zill groXp Whe docXmenWV in Whe qXeXe aV a Vingle SignoriW\ docXmenW and Vend iW Wo SignoriW\

From here, \oX Zill be Waken Wo Whe DocXmenW EdiWor page in \oXr accoXnW Zhere \oX can ediW \oXr
docXmenW for Vigning.
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PULQWLQJ DRFXPHQWV IURP 3UG PaUW\ DHVNWRS SRIWZaUH
II \RX aUH XVLQJ a 3UG SaUW\ GHVNWRS VRIWZaUH, VXFK aV Ta[SUHS RU CaVHZaUH IRU aFFRXQWaQWV,
\RX FaQ SULQW GRFXPHQWV IURP WKHVH aSSOLFaWLRQV GLUHFWO\ WR SLJQRULW\. AIWHU \RX LQVWaOO WKH
SLJQRULW\ SULQWHU GULYHU, \RX VKRXOG VHH LW OLVWHG LQ WKH 3UG SaUW\ VRIWZaUH PULQWHU WaE. WKHQ \RX
VHOHFW PXOWLSOH GRFXPHQWV WR SULQW WR SLJQRULW\, VRPH VRIWZaUHV Pa\ FRPELQH WKHP LQWR a VLQJOH
OaUJH GRFXPHQW aQG VHQG LW WR WKH SLJQRULW\ SULQWHU TXHXH.  Ta[SUHS, IRU H[aPSOH, LV NQRZQ WR GR
WKLV.

Page VieZ EYidence
There can be a Zide YarieW\ of docXmenWV WhaW reqXire VignaWXreV. SomeWimeV, WhoVe docXmenWV
reqXire VignerV Wo agree and XnderVWand Whe fXll conWenW and WermV of Whe conWracW. In WheVe
inVWanceV, iWèV ofWen common pracWice Wo reqXire an iniWial on each page Wo conĆrm Whe Vigner haV
read and reYieZed Whe page. WiWh SignoriW\, WheVe docXmenWV can be VimpliĆed eYen fXrWher ZiWh
Whe PDJH 9LHZ EYLGHQFH feaWXre.

ThiV feaWXre addV a checkbo[ Wo Whe boWWom of eYer\ page WhaW VignerV Zill haYe Wo mark off in
order compleWe Whe docXmenW. ThiV informaWion When geWV capWXred in Whe docXmenW hiVWor\ and
helpV preYenW an\ iVVXeV regarding accepWing Whe WermV of Whe docXmenWV.

UVing Page VieZ EYidence

Page VieZ EYidence can be WXrned on for VpeciĆc docXmenWV Zhile \oXère creaWing a docXmenW for

eSignaWXre. To geW VWarWed, creaWe a NHZ DRFXPHQW XVing Whe +NHZ bXWWon in Whe DDVKERDUG.
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8SORDG Whe docXmenW \oX ZanW Wo XVe and conWinXe Wo Whe RHFLSLHQW page. In Whe RecipienW page,
add \oXr VignerV and ediW Whe inYiWaWion email conWenW if neceVVar\. When \oXère VeWWing Whe
RHFLSLHQW SHWWLQJV in Whe righW-hand colXmn, Whe PDJH 9LHZ EYLGHQFH UHTXLUHG opWion VhoXld be
YiVible Where. Check iW Wo WXrn Whe feaWXre on for Whe docXmenW.

ConWinXe Wo Whe EGLWRU page Wo add \oXr WagV. Here \oX Zill alVo haYe anoWher opporWXniW\ Wo WXrn
on Page VieZ EYidence. Go Wo Whe SHWWLQJV ne[W Wo Whe DRFXPHQW TLWOH. In Whe AGYDQFHG SHWWLQJV
Wab, \oXèll Vee Whe PDJH 9LHZ EYLGHQFH RHTXLUHG opWion. TXrn iW on if \oX didnèW do iW on Whe
RHFLSLHQW page.

When \oXère ĆniVhed adding all Whe WagV, click NH[W Wo Vend Whe docXmenW off for VignaWXre.

CapWXring Page VieZ EYidence InformaWion
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For Whe VignerV, page YieZ eYidence iV Yer\ Vimple. The proceVV for Vigning online docXmenWV iV Whe

Vame for all VignerV. The onl\ difference iV WhaW Zhile \oXère Vigning, \oXèll be prompWed for a
checkmark ZiWh Whe We[W êI KDYH UHDG WKH FXUUHQW SDJHê. Once \oXèYe checked Whe bo[, iW ZonèW be
acceVVible Wo \oX an\more. ConWinXe WhroXgh Whe docXmenW and SXEPLW Zhen \oXère ĆniVhed.

ThiV informaWion Zill When be capWXred in Whe docXmenW hiVWor\. While \oXère moniWoring \oXr
docXmenW VWaWXV and hiVWor\, \oXèll be able Wo Vee Zhich pageV Whe\èYe read and reYieZed. The
informaWion Zill alVo be VhoZn in Whe DXGLW WUDLO in Whe Ćnali]ed docXmenW.

ThaWèV all Where iV Wo page YieZ eYidence. IWèV a Vimple feaWXre bXW can be Yer\ XVefXl depending on
\oXr docXmenW!

Signer VieZV (e[. Blocking T\ped SignaWXreV)

Signer YieZV are VeWWingV WhaW conWrol Whe opWionV WhaW VignerV of \oXr docXmenWV haYe Zhen
Vigning \oXr docXmenWV.  For e[ample, one of Whe VeWWingV iV Wo hide Whe êT\pe VignaWXre bXWWonë.
ThiV ZoXld preYenW a Vigner from W\ping in Wheir VignaWXre. SXch VeWWingV are parWicXlarl\ XVefXl for
indXVWrieV WhaW haYe VpeciĆc reqXiremenWV on Whe Vigning proceVV.  TheVe VeWWingV are conĆgXrable
Xnder êSeWWingVë ĺ êSigner OpWionVë in Whe DocXmenW EdiWor.  DefaXlW Vigner YieZV can alVo be
conĆgXred Xnder êM\ AccoXnWë ĺ êProĆle SeWWingVë ĺ êAccoXnWë.  BeloZ iV an image of Whe Vigner
YieZV VeWWingV WhaW can be modiĆed.
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SignoriW\ Inbo[ NoWiĆcaWionV
SignoriW\ haV a bXilW in noWiĆcaWion V\VWem WhaW alloZV \oX Wo geW noWiĆcaWionV on Whe VWaWXV of \oXr
docXmenWV ZiWhoXW \oXr email.  If \oX donèW ZanW Wo receiYe emailV Zhen docXmenWV haYe been
VenW oXW or Ćnali]ed, bXW \oX VWill ZanW Wo be noWiĆed, SignoriW\èV inbo[ noWiĆcaWionV Zill leW \oX do
WhaW.  YoXr SignoriW\ inbo[ iV locaWed in Whe menX on Whe lefW Vide of \oXr daVhboard.

B\ defaXlW, docXmenW VenderV Zill receiYe emailV Zhen docXmenWV are VenW oXW or Ćnali]ed. YoX
can diVable WheVe email noWiĆcaWionV from M\ AccoXnW -> ProĆle SeWWingV aV illXVWraWed beloZ:
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The aboYe VeWWingV appl\ Wo all neZ docXmenWV. HoZeYer, \oX can change Whe VeWWingV aW indiYidXal
docXmenW leYel WhroXgh SeWWingV on Whe docXmenW. TheVe changeV affecW Whe cXrrenW docXmenW
onl\.
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FAQV

Are eSignaWXreV legal?

YeV!  In Canada, federal and proYincial laZV recogni]e elecWronic VignaWXreV aV VerYing Whe Vame
legal fXncWionV aV a ph\Vical or êZeWë VignaWXre. The PerVonal InformaWion ProWecWion and
ElecWronic DocXmenWV AcW (PIPEDA) paVVed in 2000 and VeWV oXW gXidelineV for Whe XVe of
elecWronic VignaWXreV and e[preVVeV Whe facW WhaW elecWronic VignaWXreV can be XVed aV a VXbVWiWXWe
for êZeWë VignaWXreV.  EYer\ proYince in Canada alVo haV Wheir oZn VeW of gXidelineV for Whe XVe of
elecWronic VignaWXreV.  In addiWion, cerWain indXVWrieV haYe VpeciĆc reVWricWionV on Whe form WhaW a
VignaWXre mXVW Wake.  When conVidering XVing eSignaWXreV, make VXre Wo conVXlW a laZ\er Wo enVXre
WhaW \oX are in compliance ZiWh indXVWr\ VWandardV. BXW for Whe moVW parW, elecWronic VignaWXreV
are legal and can be XVed aV a VXbVWiWXWe for ph\Vical VignaWXreV in almoVW an\ ViWXaWion!

HoZ iV a docXmenW coXnWed in SignoriW\?

A SignoriW\ docXmenW iV coXnWed Zhen iW iV VenW oXW Wo recipienW(V) for VignaWXre.  A Vingle
docXmenW can conWain mXlWiple ĆleV, and incidenWall\, mXlWiple pageV. Some oWher eSignaWXre
YendorV mighW call a docXmenW ZiWh mXlWiple ĆleV an EnYelope. In addiWion, Whe nXmber of
recipienWV doeV noW maWWer.  SignoriW\ doeV noW coXnW a docXmenW Zhen iW iV Xploaded Wo Whe
SignoriW\ CloXd, ZheWher WhroXgh Whe PrinWer DriYer, or from \oXr deVkWop.

WhaW are Whe beneĆWV of AnnXal YV. MonWhl\ planV?

TKHUH aUH WZR ELJ EHQHILWV RI XVLQJ AQQXaOO\ SaLG SOaQV:
Ɣ TKHUH LV QR PRQWKO\ OLPLW IRU aQQXaOO\ SaLG SOaQV. YRX FaQ XVH WKH QXPEHU RI GRFXPHQWV

LQ aQ\ Za\ \RX OLNH ZLWKLQ WKH WZHOYH PRQWK SHULRG;
Ɣ YRX ZLOO UHFHLYH a 10% GLVFRXQW.

WhaW do I do if I receiYe a meVVage from SignoriW\ Va\ing êYoXr accoXnW

reached 80%(or 100%) of iWV docXmenW coXnW!ë?

When \oXr accoXnWèV docXmenW XVage reacheV 80% or 100% of \oXr planèV ma[imXm, SignoriW\
Zill Vend \oX WhiV meVVage.  If \oX are receiYing WheVe noWiĆcaWionV earl\ on dXring \oXr
VXbVcripWion period, \oX ma\ need Wo conVider Xpgrading \oXr plan.  Remember WhaW if \oX go oYer
\oXr planèV ma[imXm XVage, \oX Zill be charged oYerage for eYer\ docXmenW aboYe Whe ma[imXm.
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http://www.signority.com/
https://www.signority.com/help/

