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Video Signing

Overview

Video Signing allows you to have an all-in-one solution for digital signing and video
communication (Audio and Video) in one platform. This allows you to sign any document based
on the legal requirements of your country.

Video Signing supports from 1 up to 50 participants, and supports the latest versions of the
following browsers:

Chrome Firefox Safari Edge
Android v v
i0S v
macOS v v v
Windows v v v «(ver 81+)

You can start setting up a document with Video Signing from the upload popup after uploading
your document.

Upload Documents

Complete

NDA.docx

The person who sets up the video signing meeting can host the session themselves or invite
someone else to host the video signing meeting. The host can be invited to sign the document
or host the video signing meeting without signing themselves. You can also invite guests who
don’t need to sign, that support the signer in the video meeting.

Video Signing cannot be used with Video Confirmation, Face to Face Signing, or Review Before
Signing.

Video Signing can be used with ID Check for NZ accounts, and with the Effective Date function.
Video Signing is an additional credit cost, on top of the documents and users in your plan.

Our Video Signing technology uses WebRTC and browser screen sharing. A desktop computer
is the best platform for screen sharing; however, mobile devices use sync technology to share
actions taken on the mobile device with other invitees.

Please note:

e To host and manage a video signing meeting, the host must use a desktop or a laptop.
e Forscreen sharing, use a desktop or a laptop. On a mobile device, screen sync is used,
allowing other participants to see the mobile device user’s actions.
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Enable and Set Up Video Signing in Your Account

To enable Video Signing in your account, you must have a paid Secured Signing account. If you
haven’t bought any Secured Signing credits yet, you will receive $5 in credits to try a video
signing session at no cost to you.

To enable Video Signing, login to your Secured Signing account, then go to My Account > My
Settings > Video Signing, then click the ‘Enable Video Signing’ checkbox.

859;'“?'5 10:20 @ Help User Guide & Take a Tour

H

My Documents

Admin Users

o,

My Account

[

My Invitations

sl

My Reports

-

Logout

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

¥ My Settings # Signature Settings [#§ Video Signing ==Branding # Api Settings L Notification @ Domain Authentication

Enable Video Signing My Credits: USD $50

Video Recording Storage Location Australia -

Enable Recording Archive Storage
Add Video Signing Page into Document
Enable Recording Link in Signed Document
Exclude D from R ling ©
Enable Realify - Deepfake Detector @

Enable Whiteboarding

Invitee in the Meeting Room - Notify Notary / Host
Receiving RON Cost Summary E-Mail:
Sender Host Admin Users

Buy Secured Signing Credits

@ Buy Secured Signing Credits

Auto Top Up

Additional options for Video Signing include the following:

Video Recording Storage Location — select your preferred region to store video signing
session recordings for long-term archiving. You can select from the US, Australia, or the
UK.

Enable Recording Archive Storage — enabling recording archive storage allows you to
access your video signing meeting recordings indefinitely. If this option is disabled,
video signing meeting recordings are removed after 7 days. Storage has a monthly cost
of $5 that will be added to your plan (if you have a Notary Business Annual Plan, this is
included).

Add Video Signing Page into Document — adds a page to documents with Video
Signing that shows the Video ID.

Enable Recording Link in Sighed Document — adds a link and code to access the video
signing meeting recording after signing.

Exclude Document from Recording — the recording will only show the invitees’ web
cameras, not the document(s) themselves.

Enable Realify - Deepfake Detector - this feature checks if invitees are using Deepfake
technology before and during the meeting. Each check costs $1.
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Enable Whiteboarding — enables Whiteboarding during a video signing meeting,
allowing the host to draw/type on top of the document (any drawings done in
Whiteboarding are not saved to the signed document/s), or to upload a document after
signing is complete and draw/type on it. The host will receive a copy of this
Whiteboarding document, and enabling ‘Invitee Receives Whiteboard Document’ will
send it to the invitees as well.

Invitee in the Meeting Room - Notify Notary / Host — sends an email and/or SMS
notification to the host of the video signing meeting if an invitee joins the meeting room
and the host is not already there.

Receiving RON Cost Summary E-Mail - select who receives a RON Cost Summary
email after a video signing meeting. You can enable this for the Sender, the Host, and/or
Admin Users in the account.

Buy Secured Signing Credits — buy Secured Signing credits that are used for Video
Signing costs.

Auto Top Up — make sure you always have enough credits to use Video Signing by
automatically adding the selected amount when your credits go below $10.

Sending a Document or Package in Video Signing

Enable Video Signing in We Sign

In We Sign you can invite other people to sign documents online, and once Video Signing is
enabled in your account, you can enable it for any We Sign process, including single documents
and packages.

In the invitation workflow, check ‘Video Signing / RON’ and select a date and time to schedule
the video signing meeting. An ICS file will be attached to the email invitation to add the meeting
to Outlook or Google calendars.

Invitation Workflow

¥ Settings #; More Features

Due Date

° Signing OrderTypeo

27/05/2026 10:50 am Sequential

Matter/Ref Number

Enter Matter/Ref Number

Effective Date v

Enable

[}

Video Signing / RON Schedule Date Time v

4 enable 15/05/2026 12:00 pm

Attachments \ /

B Select Attachments for Al Invitees

Check Invitees

3Edit Completion Emai E3Edit Invitation Email B Select Attachments

Matt Middle Name Smith

Enable SMS Notification Email - Pass Code
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Check Invitees

J13@dsx.co.nz Matt

Email - Pass Code

Video Signing / RON

Middle Name Smith

If multiple invitees need to sign the document, and they need to sign in a specific order, you can
check ‘Sequential’ in the ‘Signing Order Type’ section and organise your invitees into the
required order by dragging and dropping them in the ‘Check Invitees’ section.

Invitation Workflow

£ Settings € More Features
Due Date ©

27/05/2026 11:15 am
Matter/Ref Number

Enter Matter/Ref Number

Effective Date

Enable

Video Signing / RON

Enable

Attachments

BS-Select Attachments for All Invitees

Check Invitees

1. Matt Smith (Signer)

Matt

Enable SMS Notification

Signing Order Typeﬁ

Sequential

Schedule Date Time ©

15/05/2026 12:00 pm

E4Edit Completion Email I EJEdit Invitation Email I & Select Attachments

Middle Name Smith

Email - Pass Code -
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Enable Video Sighing when sending a Form Filler Template

With Form Filler you can setup reusable templates with fields and signatures, and once Video
Signing is enabled in your account, you can enable it when sending out a Form Filler template or
a template package.

Start by selecting the template(s) that you want to send out in the ‘Templates’ tab in ‘My
Documents’, then click ‘Send’ to show the invitation workflow.

Account Status: Paid

2 1 1:22 Q Help User Guide 7 Book Free Training B8 Take a Tour

N 989 Documents Left Secured Signing Credits 0 Notifications
B NZD $20.00 Left

My Documents Top Up here
Admin Users 0 5 ‘ LS| %) 5 § o
Add
£ Teeie We Sign Smart Tags Form Filler Form Direct 1'Sign & Update
My Account
>
& m IN PROGRESS SIGNED HISTORY
Signatures
= \ Form Filler Documents Templates + Create NewTempate [l 8 Add to Pack
My Invitations /
" > All Templates + Name Creator Last Change Date ¥ Form URL @ Ex
all
- DYNDA Apr 08, 2026 09:59 am
My Reports
) N - BRI
Logout

In the invitation workflow, check ‘Video Signing / RON’ and select a date and time to schedule
the video signing meeting. An ICS file will be attached to the email invitation to add the meeting

to Outlook or Google calendars.

Invitation Workflow

@ settings 9 More Features

Due Date @ Signing Order Type ©
Sequential

27/05/2026 11:24 am
Matter/Ref Number

Enter Matter/Ref Number

Effective Date

Enable

Schedule Date Time ©

Video Signing / RON

Enable \ /

Attachments

15/05/2026 12:00 pm

5 Select Attachments for All Invitees

Check Invitees
1. (Signer) 2Edit Completion Email I Edit Invitation Email l B Select Attachments

Middle Name Last Name

Email First Name

Enable SMS Notification Email - Pass Cade
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Add Additional Video Signing Guests
You can add guests to a video signing meeting that don’t need to sign. The sender can add as
many guests as required when sending the document(s) out for signing.

Each guest will be able to take part in the video signing meeting, watch and talk during the
meeting, but won’t be asked to sign.

You can add guests when sending out a document or a package in We Sign or using Form Filler
templates if ‘Video Signing / RON’ is enabled in the invitation workflow.

Invitation Workflow

£ Settings £ More Features

Additional Notification Recipients o Additional Completion Recipients o
Enable Enable

Li]

Additional Video Signing Guests

View/Manage 0 Selected.

Video Guests

ron@gmail.com Middle Name

/

Each guest counts as an additional participant, which adds to the video signing cost. You can
see pricing in the ‘Video Signing Pricing Details’ section in My Account > My Settings > Video
Signing.
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Add Witnesses in Video Signing
Video Signing supports witnesses for invitees. The sender can add any number of witnesses for
any invitees, and those witnesses can be either sender-nominated or invitee-nominated.

If ‘Same meeting for Signers & Witnesses’ is enabled in the invitation workflow:

e FEither the sender will nominate the witnesses for the invitees, or the invitees will be
asked to nominate their own witnesses upon joining the video signing meeting.
e The host, the invitees, and the witnesses will join the video signing meeting, where they
can all sign the document(s).
Effective Date

Video Signing / RON with Witness Schedule Date Time €

2 Enable 4 same meeting for Signers & Witnesses 15/05/2026 312 pm

Attachments

= Select Attachments for All Invitees

Check Invitees
£2Edit Completion Ema E2Edit Invitation Email 5 Select Attachments
j13@dsx.co.nz Middle Name Smith
Enable SMS Notification Email - Pass Code
Enable ID Check Realify - Deepfake Detector

Who Nominates Witness 1: @ Invitee (' Sender

If ‘Same meeting for Signers & Witnesses’ is disabled in the invitation workflow, and Invitee as
Host is selected:

e Theinvitee will host the video signing meeting.

e Theinvitee will first be asked to schedule a meeting and nominate a witness.

e The invitee and the witness will receive their invitation emails, and they can join the
video signing meeting and sign the document(s).

Invitation Workflow |l l

‘Witness Video Signing Details
o
Due Date @ Signing Order Type ® You require a witness for your signature in the Video Signing meating.
31 May, 2020 359 pm Seummniet [~ Please fill in/check the details below and elick Ok ¥
Witness1 /
Effective Date ~
Email
Enab
- First Name
wha
Check Invitees Middle Name 3 SpE
rvetl
[ —— to te
Last Name 1eme
oes |
nto b
Agrt
£ Video Signing With Witness @ Ivites as Host  Nominated Hast Schedule Date = |l
BEE 5RE
WHATSOEVER The pames acknowledge that although they shall each endeavor to
in tha that thau anrh halisua ralavant far tha 1
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If ‘Same meeting for Signers & Witnesses’ is disabled in the invitation workflow, and
Nominated Host is selected:

e The sender can nominate anyone to be the host.

e Theinvitee will first be asked to schedule a meeting and nominate a witness.

e Then host, the invitee, and the witness can join the video signing meeting, and the
invitee and the witness can sign the document(s).

Invitation Workflow ﬁ
. Witness Video Signing Details

@ Setiin
Due Date Signing Order Type @
T Sequential You require a witness for your signature in the Video Signing meeting
— Please fill in/check the details below and click Ok P
tctve owe v Witnessi: /
Emable
Email
Video Signing with Witness v
2 tmabie
First Name
Check Invitees wha
o e e | S e Middle Name § spe
rvetl
nto@securedsigning com St wood lo te
Last Name 1eme

Enabie IDCheck

oes |

[ Video Signing With Witness @ invites 33 Host @ Mominated Host 1 nto £
‘ Agrt

Schedule Date = 5 Agr

e 5RE

m — WHATSOEVER. The parties acknowledge that although they shall each endeavor to
in tha ™, i i all i i that thau aarh haliaua ralavant far tha 1
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Check and Update In Progress Video Signing Documents

You can check the signing status of video signing documents at any time from the ‘In Progress’
tab in the ‘My Documents’ page. Click on the ‘i’ icon to check the signing progress or make
changes.

BEFH“F' 14:47 ©¢HelpUserGuide = Book Free Training & Take a Tour

N 989 Documents Left Secured Signing Credits 0 Notifications Oh10m
] NZD $20.00 Left Average Signing Time
TR

Top Up here

Acdmin Users . L ‘ 9 1] o
Add
& Documents Notary (RON) Smart Tags Form Filler Form Direct B Upddate

Q S - @E-
4 |N PROGRESS o Name Matter/Ref N...  Invitees Start Date ¥ Meeting Date Due Date. Status Last Signed Actions.
. Documents (2) [yNDA MattSmith  Msy 13,2026 1108 am May 15,2026 1200 pm May 27, 2026 10:50 am  Mesting Scheduled  Not Signed AE@ v 7 i=: ma
iy Faports .
G ' Showing 1to 1 of 1 entries
Logout

Here you will see which invitees have signed the document(s), and you can reschedule the
video signing meeting and/or disable ‘Video Signing’ for individual invitees. Make sure to click
‘Update’ after you have finished making any required changes.

NDA

o
Due Date 27/05/2026 10:50 am

Completion Recipients @ 0 Selected,
Video Signing [ enabled

Video Signing Schedule 15/05/2026 12:00 pm

j13@dsx.conz

Video Signing

/

You can also reschedule the video signing meeting from the invitation email by clicking
‘Reschedule’.

Invitation to Host an Online Video Signing Meeting to Digital Sign ‘NDA'

®
ECURED
S

Reschedule L -

Download

Reroute
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Video Signing Meeting Process
Starting the Meeting

www.securedsigning.com

The video signing meeting is started by the host, and all participants must wait until the host

starts the meeting before they can join.

The host starts the meeting by first opening the link in their invitation email to host the video

signing meeting.

Invitation to Host an Online Video Signing Meeting to Digital Sign 'NDA’

Dear

You have been invited by to host an online video signing meeting to
sign NDA

Online video meeting : 15/05/2026 12:00 PM (GMT +12:00)
Signing Due date: 27/05/2026 10:50 AM (GMT +12:00)

Click to Join A—
Click here to access the Invitee Monitoring Portal

If the current schedule time is not available, click "Reschedule” to change to another time

Reschedule

Click Download to view your document

Then the host can select their webcam, speaker, and microphone, before clicking ‘Go to

Meeting Room’.

. Video Signing .

‘You have been asked to start the Video Signing session and share your screen, this will allow
us to record the signing process. If you stop screen-sharing during the meeting, you will
need to rejoin and share your screen again.

\

Camera Logi C615 HD WebCam - pes
Speaker Default - Speakers (Logitech USB Headsst) - Ag
Microphone Default - Microphene (Logi C615 HD WebCam) -
RE
Microphone Volume

or\
[] s
gree

‘ ‘GO TO MEETING ROOM

sup
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The host can see which invitees are waiting in the meeting room and can start the meeting by
clicking ‘Start Meeting’.

I Start Video Signing .

Are you sure you want to start the video signing meeting, the schedule date time (15 May, 2026 12:00 PM) of the
meeting has not yet reached

Please, check below who is online.

Waiting in
Signer Role Deepfake Detect meeting Send a
9 reminder
room
Ron Smith Host - YES B 0
Matt Smith Signer - No M 0
CLOSE Z REFRESH
* speaker Ueiauit - IpPedkeTs ([LUYIETT UsD Meauset) - —

The host will be required to share their screen for the video signing meeting recording.

Allow www.securedsigning.com to see this tab?

The site will be able to see the contents of this tab

Secured Signing Online Document Signing
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In the Meeting
In the bottom left corner of the page, the host has the following buttons to control the video
signing meeting:

1. Leave Meeting — clicking will leave the meeting. Please note that if the host leaves, the
meeting will end after 5 minutes.

2. Startto Manage Signers — allows you to enable signing for the next invitee.

Mute — mutes/unmutes your microphone.

4. EndVideo Signing — allows you to end the video signing meeting and optionally
reschedule it.

5. Pause Recording — pauses the video signing recording.

Snapshot - allows you to take a snapshot of an invitee’s webcam.

7. 1D Visual Check — Check the invitees’ ID verification results (this button only displays if
at least 1 invitee is using ID verification).

w

o

The ‘Start to Manage Signers’ button displays a pop-up where the host can manage who is
currently sharing their screen and signing the document(s). The host can enable signing for the
next invitee by clicking ‘Enable Sign/Screen Share’.

After the host clicks ‘Enable Sign/Screen Share’, the invitee will be prompted to share their
screen, then sign the document.

Video Participants

Ron Smith
Host

Matt Smith

Ac

agr
to
rein.

I:l Remove Signing Order
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As the host, you can add fields and additional signatures during a video signing meeting from
the control bar near the top of the page.

Other controls include checking deepfake detection status if applicable and opening the
Whiteboard if that setting is enabled in your video signing settings.

Deepfake Detection Status

o Text Box [ Multi Line Text Box & Checkbox [ Date Picker BFile Upload Button -5-Strikethrough Text &7 Blur a Region [EREESIUEITSRVE Open Whiteboard

\ /Pageh::fz Gotol~ t

On the left side of the document, the host can see a tag labelled ‘Sync All Here’. Clicking this
button will make all invitees currently in the meeting scroll to that place in the document.

The host can end the video signing meeting at any time by clicking the ‘End Video Signing’
button. If all invitees have signed, the host can confirm they would like to end the meeting, then
the meeting will end and all invitees will receive their completion email.

If there are still invitees that haven’t signed, the host can choose to end the meeting by clicking
‘End Meeting’, and the invitees can sigh the document outside of the video signing meeting.

. End Video Signing .
=

leous
Matt Smith(Signer) has not signed yet
greer
all pr
?ot‘g;: Are you sure you want to end the meeting, the room will be closed pegmanently? The

lificati document is missing signatures, would you like to schedule a new vid
Otherwise remaining invitees will sign remotely without Video 5ig

meeting?

ralidity
lin a
made CLOSE END MEETING
laws
1all hi
1ected with or related to, the terms of 1h|s Agreement and Racemng Party: (|)
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The host can also choose to schedule a new meeting at a different date and time by clicking the
‘Schedule a New Meeting’ button.

Then, in the ‘Reschedule Video Signing’ pop-up, select the date and time for the new meeting,
select which remaining invitees you would like to be invited to the new meeting, then click
‘Reschedule’.

New invitation emails will be sent out to participants for the new video signing meeting.

Reschedule Video Signing

VIDEO SIGNING DETAILS /
( Schedule a new Video Signing meeting with signer in the list
Reschedule Date | | | =
< May 2026 >
( Ron Smith- Host Su Mo Tu We Th Fr Sa

26 27 28 29 30 1 2
( Matt Smith- Signer 3 4 5 6 T 8 9

0 1 12 13, 14 15 16
17 18 19 20 21 22 23
( 24 25 26 27 28 29 30

31123458/
[e]
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Notary

Overview

Using Secured Signing’s Notary software, a Notary Public can notarize documents
electronically.

One of the methods employed by Notaries is the use of a digital signature and digital notary seal
to notarize documents and validate them with a digital certificate. Electronic notarizationis a
process whereby a notary affixes a digital signature and notary seal using a secure public key to
an electronic document (such as a PDF or Word document). Once affixed to the digital
document, the document is rendered tamper evident such that unauthorized attempts to alter
the document will be evident to relying parties. The Notary will use a cryptographic X509
certificate and public key infrastructure to create, manage, distribute, use, store, and revoke
the digital certificate. The Notary also must keep an electronic register of each act performed.

Remote Online Notarization (RON) in Secured Signing allows Notary with Video Signing. In many
countries and states that permit electronic 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 out in the law that permits the notary to
communicate with, and identify the principal at the time of the notarial act, provided that such
identification is confirmed by (a) personal knowledge, (b) an antecedent in-person identity
proofing process or (c) a valid digital signature.

By enabling Notary in Secured Signing you agree to the Notary Terms Of Use:
https://www.securedsigning.com/notary-terms/
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Notary Account Setup

Enable and Setup Notary

Using Notary requires a paid account with the Notary Business Annual Plan. To enable and
setup Notary in your account:

Go to My Account > My Settings > Notary

Tick ‘Enable Notary’.

Tick ‘Enable RON’ and/or ‘Enable IPEN’.

Upload your Notary Seal.

Optionally, tick ‘Online Notary Act’. The text entered here will appear under your Notary
Seal when you stamp a document.

6. Enteryour commission ID.

7. Enteryour commission expiry date.

8. Selectyour state.
9

1

arobh-=

. Selectyour county.
0. Capture your Notary Signature.

Please note that other users in your account will have to enable and setup Notary individually to
use it.

Qv 16:43 ovepusercude vRONQuickstrt @ TakeaTow | ErolinFres Notary Gass

My Settings. MyDetsis  MyPln My Biing My Ems Templates My Sigrature Templtes

| &MySetlings  #Signature Settings  [iVideo Signing  $Branding  fApiSettings  [\Notification  @Domain Authentication ~ & Notary ~SNofaryQueue @ Remote Certificate U Account Security

a,

A Users: 2 enabe Notary

& 2 enabie RO Enable PEN
My Account My Secured Sig s USD $33.97  Allocated Credits QUSD $404.99
i Use
=

By enabling Notany, you agree to Notary Terms of

Free Notary Community —Setup your Profile

Setup Online Status and Live Chat

RON Platform Certification Course

= Buy Secured Signing Credits

isreE B3 Buy Secured Signing Credits

,,,,, Auto Topup.

Noary Sot e Signtae Setiogs

4
2. Upload Notary Seal

Performing Remote Online Notarization (RON) sessions requires Secured Signing credits, which
you can buy in the Notary settings page. We recommend ticking Auto Topup, which will
automatically buy credits when you are running low.

Buy Secured Signing Credits

B9 Buy Secured Signing Credits

Auto Topup
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Setup Video Signing for Remote Online Notarization (RON)
You can choose to enable the following video signing options for RON:

Video Recording Storage Location — select your preferred region to store video signing
session recordings for long-term archiving. You can select from the US, Australia, or the
UK.

Enable Recording Archive Storage — enabling recording archive storage allows you to
access your video signing meeting recordings indefinitely. If this option is disabled,
video signing meeting recordings are removed after 7 days. Storage has a monthly cost
of $5 that will be added to your plan (if you have a Notary Business Annual Plan, this is
included).

Add Video Signing Page into Document — adds a page to documents with Video
Signing that shows the Video ID.

Enable Recording Link in Sighed Document — adds a link and code to access the video
signing meeting recording after signing.

Exclude Document from Recording — the recording will only show the invitees’ web
cameras, not the document(s) themselves.

Enable Realify - Deepfake Detector —this feature checks if invitees are using Deepfake
technology before and during the meeting. Each check costs $1.

Enable Whiteboarding — enables Whiteboarding during a video sighing meeting,
allowing the host to draw/type on top of the document (any drawings done in
Whiteboarding are not saved to the signed document/s), or to upload a document after
signing is complete and draw/type on it. The host will receive a copy of this
Whiteboarding document, and enabling ‘Invitee Receives Whiteboard Document’ will
send it to the invitees as well.

Invitee in the Meeting Room - Notify Notary / Host — sends an email and/or SMS
notification to the host of the video signing meeting if an invitee joins the meeting room
and the hostis not already there.

Video Signing - Remote Online Notarization (RON)

o]

Video Recording Storage Location

Enable Video Signing

Enable Recording Archive Storage

Add Video Signing Page into Document
Enable Recording Link in Signed Document
Exclude Document from Recording €@

Enable Realify - Deepfake Detector &
Enable Whiteboarding

Invitee in the Meeting Room - Notify Notary / Host
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More Settings
The following additional settings are available for Remote Online Notarization.

e Stamped document sent to invitee by - if ‘Secured Signing’ is selected, the system will
automatically send the signed document to clients on completion. If the ‘Notary Public’
option is chosen, the notary has full control of when the client will receive the signed
document, and it can be held until payment by the client is completed.

e Invitee/s receive Completion Certificate — the invitee will receive a copy of the signing
completion certificate

e Invitee Authentication Type — many US states require RON meetings to include
Knowledge Based Authentication (KBA) and ID Verification for invitees before they can
join. Tick KBA and ID Verification to include these in your process by default. SMS adds
extra security by requiring an SMS code that will be sent to the clients’ mobile phones
before they join the meeting.

e |D Verification Settings — additional settings for ID Verification:

o Number of Attempts - select how many times the invitee can attempt and fail
ID Verification before they are locked out of the meeting. We recommend
allowing 2 attempts for each invitee, but please note that each attempt will use
credits.

o Data Matching — add extra security by requiring that specific details on the
invitees ID matches data that you enter before sending the document, such as
names, date of birth, and ID number and expiry date.

o If not Facial Match - ID verification also checks that the invitees face matches
the picture on the ID. Selecting ‘Continue’ here will allow the invitee to join the
meeting if their face doesn’t match but selecting ‘Stop’ will cause them to fail ID
Verification instead.

o Add alinkto ID Verification in sighed document - this link will be added to the
signed document and will lead to a page with the name of the invitee as it was
on the ID, the type of ID used, the date of the ID Verification, and whether the
invitee passed or failed.

o Default RON workflow - here you can tick ‘MISMO Compliance’ to have it be enabled
by default for RON signing processes. MISMO requires that signers complete KBA and
ID Verification immediately prior to joining the RON meeting and will make them restart
if they close the browser session and open again.

o Receiving RON Cost Summary E-Mail - select which users receive the ‘RON Cost
Summary’ email after a RON video signing meeting is completed.

Make sure to click the Save More Settings button after making any changes.

More Settings
Stamped document sent to invitee by: @ Notary Public Secured Signing
Invitee/s receive Completion Certificate:
Invitee Authentication Type: SMs KBA 1D Verification
ID Verification Settings: Number of Attempts @ One Two Data No Match - If not Facial Match @ Continue Stop
Matching
Add link to ID Verification in signed document
Default RON workflow: MISMO Compliance B- This is often required for Mortgage, Real Estate, or Refinancing transactions, but not limited.
Receiving RON Cost Summary E-Mail: Sender Host a Notary Admin Users

[8 Save More Settings
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Tamper-Proof Notary X509 Federal Bridge Digital Certificate

Secured Signing will allow you to use our X509 certificate if this is allowed in your state. If your
state requires you to use an individually issued digital certification from an approved provider,
you can purchase one from IdenTrust here: https://www.identrust.com/certificates/enotary-
programs. Go to Buy Now > Select Secured Signing > Next > IGC Notaries Basic Assurance,
individual Identity, software storage > Next > Select number of years > Next > Buy Now >
follow promotes to complete.

Once you have a digital certificate, click ‘Setup Certificate’ in Notary settings to start setting it
up for your Secured Signing account. Please note that the name and email address on the
certificate MUST match the name and email address you used to create your Secured Signing
account. If these details do not match, please contact Secured Signing at
helpdesk@securedsigning.com

To upload a certificate for use in Secured Signing:

1. Selectyour certificate provider (typically IdenTrust)
2. Select ‘Upload Certificate’ and click ‘Next’.

Remote Certificate

@ idenTrust Iden!:rflﬁ'!§3ﬂ
denTrust Provides government trust based on cross-certification with the

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

Verify Setup Digicmdigicert:

Choose Provider

Q

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

How would you like to use your certificate?
[ ] Upload Certificate
Remote Certificate Sign App (Windows Only with Hardware Token)

3. Click ‘Upload Certificate Backup File’, then browse to the location where you stored
your signing certificate backup file and select it. Make sure that you select the signing
certificate backup file and not the encryption certificate backup file.

4. Enteryour certificate password and click ‘Verify’.

Remote Certificate

-3

Click the button below to upload and verify your certificate
Choase file

£ Selected file
Verify Setup Certificate Password

Choose Provider
2 Upload Certificate Backup File

a -
Done ‘

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

5. Finally, click ‘Save’.
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In very few cases where you have a USB token/hardware to store your certificate, or you want to
keep the certificate on your premises/Windows desktop, you can install the Remote Certificate
Sign app to use the certificate. If that is your situation, please follow the below steps:

1. Selectyour certificate provider (typically IdenTrust)
2. Select ‘Remote Certificate Sign App’ and click ‘Next’.

Remote Certificate

-1- @ IdenTrust IdenTrusmtx

part of HID G

Choose Provider / IdenTrust Provides government trust based on cross-certification with the

.
Verify Setup Digicm(j|g|(_‘_e rt’

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

Q

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 App (Windows Only with Hardware Token)

3. Click ‘Verify’.
4. |If the certificate is verified successfully, you can click ‘Save’ to continue.

Remote Certificate

h s

= Click the button below to verify the certificate is correctly

Choose Provide .
Choose Provider installed on your computer

o T
Verify Setup The certificate is verified, please click 'Save’ to continue.

5. Clickthe ‘Download’ button to download the Remote Certificate Sign app then click
‘Done’. Finally, follow the install wizard to finish installing the app.

Remote Certificate

Click the button below to download Secured Signing
Remote Certificate Sign App

Follow the inst infomaintion to instaill and setup the
application on your ¢O! ter (Windows desktop only)

Please be aware to intall the Remote Certificate Sign app, it

may take some times, based on your PC performance

N
=3

Now every time a Notary notarizes or signs a document, we will use this certificate to create an
X509 Digital Signature tamper seal.
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Remote Online Notarization (RON) Process
Preparing for a Remote Online Notarization

RON Wizard
To get started prepping your document(s) for notarization using the RON Wizard, go to ‘My
Documents’ and click the ‘Notary (RON)’ button.

16:34 @ Help User Guide ¢ RON Quick Start = Book Free Training & Take a Tour

‘ 342 Documents Left

My Documents

-
Admin Users 0 L L ‘ &
¢- Docﬁ‘rj:ents Notary (RON) Notary (IPEN) Smart Tags I Sign
My Account
f ﬂ TEMPLATES IN OGRESS SIGNED HISTORY
Signatures \
N » INBOX + My Inbox - Documents
My Invitations

NDA
|II|I

In the Select Your Document page:
1. You can send a single document or create a package of multiple documents.

2. Upload a document from your PC or a cloud storage provider, select a document from
your Secured Signing inbox, or select a Form Filler template.

3. Checkyourdocument list.
4. Optionally, select a signature template.
5. Choose if you would like to require MISMO compliance for this notarization.
6. Finally, click ‘Next’ to continue to the next page.
Notary
o cotect Your b . Welcome to SecuredSigning Electronic Notary Solution
Rl Get started by selecting your documents.
1. Do you want to send multiple documents (package) for signatures?
B suniinonecs NG e
2. Please select document from local or your inbox folder
4 Electronic Notary Journal 3. Check document list
°~o NDAdocx 7 [~ ]
5 g the D t

4. Do you want to use a signature template?

Select 3 Signature Template

5. Does this RON workflow require MISMO @compliance? This is often required for Mortgage, Real Estate, or Refinancing transactions, but not limited

G‘"‘ Yes ®No
o,

Next
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In the Schedule RON Meeting page:

1. Choose to assign this notarization directly to a Notary or to a Notary Queue.

2. Choose the date and time for the RON meeting. You can reschedule this later if needed.

3. Selectyour ‘Identity Proofing and Credential Analysis’ method(s). The default options
from your Notary settings will be selected automatically.

a. KBA-theinvitee is asked a series of questions based around themselves to
confirm their identity.

b. ID Verification —the invitee is required to scan and verify their ID or passport.

c. SMS-theinvitee is sent an SMS message containing a code used to enter the
meeting.

d. Personal Knowledge —tick when the Notary knows the invitee and can confirm
their identity. Can’t be used with KBA or ID Verification.

e. Credible Witness —add a credible witness who can confirm the invitee’s identity.
The credible witness will be required to complete KBA and ID Verification.

4. |Ifyou are a Notary in Florida you need to select whether you are supervising the
witnessing of electronic records for certain types of documents. Selecting ‘Yes’ here
means the invitee will be required to answer a set of questions after KBA is completed
and based on their answers they will or will not be allowed to enter the meeting.

5. Finally, click ‘Next’ to continue to the next page.

Notary

Are You Assigning this Session to a Notary or a Queue?

@.

o . Video Signing - Remote Online Notarization (RON)
Schedule Ron Meeting

@ Notary Queue - Internal Queue - Qutsource

Enable RON

Identity Proofing and Credential Analysis
[ KBA - Identity Proofing
1B 1D Verification - Credential Analysis
0. =
Persenal Knowledge

Credible Witness
Supervising the Witnessing of Electronic Records

°\.wu.1 YOU (Notary) BE SUPERVISING THE WITNESSING OF ELECTRONIC RECORDS AS OUTLINED IN FLORIDA STATUTE 117.285? ©
YEs @NO
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In the Add Clients / Notary page:

1. Add invitees, enter their email addresses and full names, and select a different

authentication type if needed.

a. Ifitis enabled inyour account settings, you can enable ‘Realify —

Detector’ for invitees here.

Deepfake

b. Ifitis enabled in your account settings, you can enable ‘SMS Notification’ for

invitees here.
2. Select the notary that will notarize this RON session. By default the send
selected.

er will be

3. Select the venue where the notarization will take place. By default, the selected notary’s

state and county will be selected.
4. Click ‘Next’ to continue to the next page.

Notary

Client Details — Invitees

+ e
Signer x
o\. Email Address First Name Middle Name Last Name Authentication Type
Matt Smith rsonal Knowledge
[ Realify - Deepfake Detector @ SMS Notification
o Add Clients / Notary
Notary
o\ Search Notaries Notary Full Name Notary E-Mail
Venue
q State County
Florida v Bake!

rrrrr

In the Electronic Notary Journal page:

1. Optionally, disable the Electronic Notary Journal.

0.

2. Edit the document title, select the type(s) of notarization, and enter the notary fee for

each of the documents listed.
3. Enterthe required details for each invitee under ‘Principal Details’.
4. Clickthe ‘Start Tagging’ button to start tagging the document.

Notary

Electronic Notary Journal

Use Elactronic Notary Journal

0.

Document Title Type of Notarization Other Type of Notarization Notary Fee

Principal Details

0.

Matt Middle Nar Smith 12 Main Street Manhattan New York ¥ 11355

° Electronic Notary Journa

0.z
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Tagging and Sending the Document
Before sending out the invitation for a RON meeting the document needs to be prepared by
adding form fields, signatures for the invitee(s) and the notary, and notary stamps.

NDA

4 Add Invitee~  Add Notary Signature ~  Add Form Field ~ @ Add Broadcast Signature ~ Remove ~  Signature Template ~ ) Next

v Font/ = FcntSize/' B I AFY B & &8 @ GSelectal Edit Mo
v + =

Miscellaneous.

(a) This Agreement constitutes the entire understanding between the parties and supersedes
any and all prior or conterm gs and ag whether oral or
written, between the parties, with respect to the subject matter hereof. This Agreement can
only be madified by a written amendment signed by the party against whom enforcement of
such madification is sought.

(b) The validity, ion and ce of this Agl shall be g and
construed in accordance with the laws of (state) to
contracts made and to be wholly performed within such state, without giving effect to any
conflict of laws provisions thereof.

2
=\ JEGCURED =
85‘.«@, /

Matt Smith & ,m
Signature:
@
~{_JecurED
89‘_«".‘"’
-
b JEGURED e
Sz
Heath Johnson Heath Johnson (eNotary
(eNotary Seal) Signature) i
Notary Signature:

You can change settings for invitee signatures if needed, such as changing from a full signature
to initials, and enabling extra features that will show additional details on the signhed signatures
such as job title and reason for signing.

Notary NDA

Actions + Add Invitee~  Add Notary Signature ~  Add Form Field ~ @ Add Broadcast

[BSelect Documents v Font ~ || Font Size T~ B|I A K| B & &8 @ ¢
¥ Settings v L *
Miscellaneous.
Matt Smith
s ot ~ (a) This Ags the entire between the parties
nvitee any and all prior o and

witten, between the parties, with respect to the subject matter hereof. This
only be modified by & written amendment signed by the party against whor
such modification is sought.

Signature Properties:

o (b) The validity, construction and performahce of this Aareement shall b

. . construed in accordance with the laws of [ RN T P (stat

Signature Type: contracts made and to be wholly performec & it givi
® Ful Initials conflict of laws provisions thereof. Full Signature

o [ nitials Signature
Date Required ~ ------

' Name Required

Matt Smith + [ Needs to View

Signature Capture Format:

Qeguren
D Zyer
@ E signature Scanned Signature -

Default features: @

Sigiafire:
Date/Time Name
@
EGURED
Extra features: e 8’3"# :

Job Title Reason EGURED

ngyﬁ“’
View Only Don't need to sign

Heath Johnson Heath Johnson (eh
Save as Default (eNotary Seal) | Signature)
o Notary Signature:
Multi Page Signing
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You can also change settings for form fields by selecting them, then changing the settings in the
‘Settings’ section on the left side of the page, or in the box that display next to the field if itis
enabled in your account.

Notary NDA

Actions + Add Invitee ~ Add Notary Signature ~ Add Form Field ~ @ Add Broadcast Signature Remove ~

[3 Select Documents v Arial - 12 - B I A = =] [} Select All
= S = =]
@i Settings v 1 - + =
Miscellaneous. ;
Field Assigned to: (a) This Agreement constitutes the entire understanding be':ween the parties and supersedes
any and all prior or lings and whether oral of
Matt Smith - written, between the parties, with respect to the subject matter hereof. This Agreement cal
only be modified by a written amendment signed by the party against whom enforcement of
such modification is sought. H H
Validation: o b) The validity, construction andreement shall be governed an
col thel (state) applicable t
Mandatory Read Only confracts made an ly O Mandatory tate, without giving effect to an:
conflict of laws provisions thereof.
Validation rule: [ Read Only
Field Label
None - _Se,qquu 4
Field Length Limit: . hssignto
t | Matt Smith b
Min: Max: Name
Mo limit No limit
-Ssgynsn ®
o Dignzat.
Add a field label:
Qlecuren o
Narme - © Sy
or Type your own Heath Johnson Heath Johnson (eNotary
Name (eNotary Seal) Sigrjature) 4
Notary Signature:
Conditional Logic

Formula Field

Once all signatures, stamps, and form fields have been added to the document. Click ‘Next’ to
continue to the invitation workflow.

Add Form Field ~ @ Add Broadcast Signature Remove ~ Signature Template ~ B Next

I A & B & 8| @ | G@seecAl _—

10 +

1
iz

constitutes the entire understanding between the parties and supersedes
» contemporaneous understandings and agreements, whether oral or
2 parties, with respect to the subject matter hereof. This Agreement can

' a written amendment signed by the party inst whom enfi it of
sought.
nstruction and performance of this Agreement shall be governed and
dance with the laws of (state) applicable to
1 to be wholly performed within such state, without giving effect to any
isions thereof.

EGURED e

J[},n:n.r_

Matt Smith
At 4 [Name P I
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In the invitation workflow pop-up, you can change the scheduled meeting date and time if
needed, change the due date, change invitee details and authentication, change the
invitation/completion email templates, and enable extra features.

Confirm Invitation Workflow

OSettings | 6 More Features [ Electronic Notary Journ:
Due Date @ Signing Order Type ®
May 27, 2026 1:15 pm 2 sequential

Matter/Ref Number \

Effective Date

v
Enable
Video Signing / RON Schedule Date Time @ v
[ enable May 22, 2026 1:30 pm
Attachments

B Select Attachments for All invitees

Check Invitees
1. Matt Smith (Signer) " Choose language ~ I £2Eit Completion Email l 2ESt Invitation Email l &5 Select Attachments
Matt Middle Name Smith
Enable SMS Notification Authentication: Personal Knowledge -

You can also make changes to the electronic notary journal if needed.

Confirm Invitation Workflow

£ Settings. & More Features B Electronic Notary Journal

State

Venue: Florida
Electronic Notary Journal: Enable

Documents
Document Title Type of Notarization Other Type of Notarization Notary Fee

NDA Acknowledgment - $5.00

Principal Details

Matt Middle Ne ~ Smith 12 Main Street Menhatta  NewYorx 11355 Note

m

Finally, click Send to send the document(s) out for signing and notarization. The invitees, the
notary, and the host (if different from the notary) will receive invitation emails.

Knowledge -

Video Signing / RON

& Select Attachments

e language ~ I B4 Edit Completion Email I EdEdit Invitalgn Email
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Notary in We Sign
You can also start a notary process from the We Sign designer if you don’t want to use the RON
wizard.

First go to My Documents > Inbox and either click We Sign and upload the document(s) you

www.securedsigning.com

need to sign and notarize, or if you have already uploaded the document, find it in the inbox and

click thisicon to open itin the We Sign designer: 2

463 Documents Left Secured Signir its 1 Notifications.
USD $47.62 Left
Top Up here
L
Motary (RON) N(Iary {IPEN) Nulaly (Mobile @) Smart Tags I Sign SUpde

0h25m
Average Signing Time

INBOX + My Inbox
My Imitations
MDA
Lsul
1-10f 1 total results.
My Reports
sgout

& Ty 8 sample

/l:h

o s

May 18, 2026 0239 pm

Then, in the We Sign designer, add form fields and invitees, and place your notary stamp and

signature as needed.

We Sign NDA

Actions +Add Invitee »

Add Form Field ~

 Add Broadcast Signature

Add Notary Signature +

Remove v Signature Template ~

BNext -—

[ Select Documents v

O Settings v

B|I|A B & S 8 Select Al

Disclosing Party. Further, neither parly s under any obligation undar s, Agreement fo
dclose any Confidontial Informaton  chooses not 1o disciose

only be modiied by a writien amendment signed by the party
such modification is sought,

. construction and
construed in accordance with the laws of |t m— |

um-mmumymmmm without
conflct of taws provisions thers

B
Matt Smith
Signature:
Qsmee —= \
Qesvee =
Heath Johnson Heath Johnson (eNotary
(eNotary Seal) | | Signature) 4
Notary Signature

EditMode o7 ®

If your account has multiple notary users, you will be able to select a which user will be the
notary for this process in the ‘Add Notary Signature’ dropdown.

+ Add Invitee ~ Add Motary Signature ~
| Heath Johnson
& Notary Stamp

- Font 5§
: & Motary Signature

& Motary Name

[ Motary State

¢ Notary County

™ Commission Expiry Date

Search Notaries

e .

Add Form Field ~

rty is under anm
chooses not to |

re understanding
s understanding
act to the subjec
ent signed by th

(b} The validity, construction and perform

construed in accordance with the laws of | Name
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Click the Next button to continue to the invitation workflow, then enable Video Signing / RON
and schedule a date and time for the meeting.

Invitation Workflow

£ Settings 5 More Features B Flectronic Notary Journal

Due Date o Signing Order Type e

May 27, 2026 12:14 pm Sequential

Matter/Ref Number

Enter Matter/Ref Number

Effective Date

Enable

Video Signing / RON Schedule Date Time o

Enable May 22, 2026 12:30 pm

N A

Attachments

B Select Attachments for Al Invitees

Check Invitees

1. Matt Smith (Signer) A Choose language ~ . [AEdit Completion Email I [AEdit Invitation Email I &5 Select Attachments

Matt Middle Name Smith

Enable SMS Notification Email - Pass Code

Go to the Electronic Notary Journal tab to select a state and county for the venue, choose if
you’d like the electronic notary journal to be enabled for this RON process, and enter the
required details if you do leave it enabled.

Invitation Workflow

£ Settings 5 More Features B Electronic Notary Journal ﬁ__

\ state

Florida

Electronic Notary Journal: Enable \

Documents

’ Document Title Type of Notarization Other Type of Notarization Notary Fee

NDA Acknowledgment $5.00

LY
e ]

Principal Details

Matt Middle Ne Smith Address Countryv Zip Code Note

m

Change any other settings and enable/disable features in the invitation workflow as needed and
finally click Send to send invitations to the RON meeting.
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When designing a Form Filler template you can add a notary stamp and a notary signature to the
template.

Form Filler NDA

Actions + Add Invitee v

Add Notary Signature »  Add Form Field +

D Add Broadcast Signature % Remove

Select Documents @ Font . t Size =B I A W B & & @ | Gsdaa
Settings o

BSaveas Template  ENext

' :
construed in accordance with the laws of (state) to
contracts made and to be wholly performed within such state, without giving effect to any
conflict of laws provisions thereof.
Pegveee -
Invitee 1 i
Signature:
Grsvnee
— Bup=
Notary Seal Notary Signature
Notary Signature:

You can either leave your notary stamp and signature empty, so you can select a notary user

when sending the template, or you can select a default notary for this template in the ‘Add
Notary Signature’ dropdown.

+ Add Invitee Add Notary Signature ~ Add Form Field -

| Notary Placeholder
it 7 & Notary Stamp L | [E
[# Notary Signature :
& MNotary Name
(1] Notary State
gg:: 9 Notary County pfr\;;sm?; i

conl ™ Commission Expiry Date

Search Notaries

e

Enter email to search -

You can enable RON for templates that you have added a notary stamp and signature to by

going to My Documents > Templates, selecting the template(s), then clicking Send to open the
invitation workflow.

X e 461 Documents Left 0 Secured Signing Credits o 1 Notifications e
[ e e
My Documans

o Up here
)

- N 2 2 ' KN K E .
Add . . -
ﬁ Documents Notary (RON) Notary (Mobile Q) Notary (IPEN) We Sign Smart Tags Form Filler

& Update
rd INBOX IN PROGRESS SIGNED HISTORY
Signatures

0h25m
Average Signing Time

F Form Filler Documents Templates —-‘m o e m=m-
Wy invitations
= All Templates + Name Creatar LastChange Date Form URL © ExportF..  Broadcast  Actions
ol
i B Dnotay NDA Heath Johns... May 0, 2026 12:59 pm oMe < = m
¥ Reports ’
o . B
Logout

Shawing 1 of 1 entry
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In the invitation workflow, enable Video Signing / RON and schedule a date and time for the
meeting.

Invitation Workflow

£ Settings 5 More Features B Flectronic Notary Journal

Due Date o Signing Order Type e

May 27, 2026 12:14 pm Sequential

Matter/Ref Number

Enter Matter/Ref Number

Effective Date

Enable

Video Signing / RON Schedule Date Time o

Enable May 22, 2026 12:30 pm

N A

Attachments

B Select Attachments for Al Invitees

Check Invitees

1. Matt Smith (Signer) A Choose language ~ . [AEdit Completion Email I [AEdit Invitation Email I &5 Select Attachments

Matt Middle Name Smith

Enable SMS Notification Email - Pass Code

Go to the Electronic Notary Journal tab to select a state and county for the venue, choose if
you’d like the electronic notary journal to be enabled for this RON process, and enter the
required details if you do leave it enabled.

Invitation Workflow

£ Settings 5 More Features B Electronic Notary Journal ﬁ__

\ state

Florida

Electronic Notary Journal: Enable \

Documents

’ Document Title Type of Notarization Other Type of Notarization Notary Fee

NDA Acknowledgment $5.00

LY
e ]

Principal Details

Matt Middle Ne Smith Address Countryv Zip Code Note

m

Change any other settings and enable/disable features in the invitation workflow as needed and
finally click Send to send invitations to the RON meeting.
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Notary in | Sign

To notarize a document that only the notary must sign, you can use | Sign. The notary can
stamp and sign the document without sending out an invitation for signing.

First go to My Documents > Inbox and either click | Sign and upload the document you need to
notarize, or if you have already uploaded the document, find it in the inbox and click this icon to
open itin the | Sign designer: +

= 463 Documents Left Sacured Signing Credits 1 Notifications 0h25m
. USD $47.82 Left Average Signing Time
My Documents

Top Up e
Adimin Usars °
o mﬂm Nmr,u (RON) aniry (IPEN) Naun,-(umlccn We Sign Smart Tags Form Filler 1 Sign Supdate
My Account
TEMPLATES 1N PROGRESS siGnED HISTORY
+ My Inbox Ty s cample
NDA May 18, 2026 02:39 pr L hEm
<hil /
. o e
My Reports 1-10f 1 total results. - o .

Then, in the | Sign designer, simply place your notary stamp and signature as needed, and
finally click Sign to sign and stamp the document.

I Sign NDA
Actions +Add Signature  Add Notary Signature ~ ® Remove Signature
& Notary Stamp
Documents ] / @ Notary Signature -
y endeavor io include
Signature Settings in the Confidenlial Information all information that they each believe relevant for the purpase o
of the evakiaion of a Transactan, the paries undersiand that n representaiion or warianty
s o the accuracy or ness of the Confidentil Informalion is being made by ihe
Disclosing Party. _Fusther, nediher parly is under any obigaion under his Agreement I
° dsciose any Confdential Informabon d chooses nol 1o disclose
Default features:
. Miscellaneous
Date/Time Name

(a) This Agreement constitutes
any and all pAOF oF CONEMPOTANEQUS. UNGErSIANGINGS And agresments, whether oral or
wrinar, bobusen e paries, Wih eapect o he mutfect mamer herect. This Agraerment cer

oy be o by 4 wrlen amenamentsgrs b e arty aganst whom enfrcemen f
mortfcaton = saught
(b) The valisty, consiruction and performance of this Agreement shal be governed and

‘construed in accordance with the laws of (state) applicable to
coniracts made and o be wholly performed within such state, wilhout giving effect o any.
‘conflict of laws. provisions thereal

Signature:

~ B F.L 1‘

Notary Signature:
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Check and Update In Progress RON Documents

You can check the signing status of RON documents at any time from the ‘In Progress’ tab in the
‘My Documents’ page. You can click on the ‘i’ icon to check the signing progress or make
changes, and you can also click the ‘View notary journal’ button to check the electronic notary
journal and even add comments.

SE-E'J“FP 14:47 ©HelpUserGuide  ® BookFreeTraining & Take a Tour

N 989 Documents Left Secured Signing Credits 0 Notifications Oh10m
B NZD $20.00 Leit R et T

Top Up here

°
» 1 L ° [n,}
Add
Fraer Notary (RON) Smart Tags Form Filler Form Direct B Upadeke

Q S w- W\
My Invitatio
4 N PROGRESS. + Hame Matter/Ref N...  Invitees Start Date ~ Mesting Date Due Date Status Last Signed Actions
. Documents (2) [ymoA MattSmith  May 13,2026 1108 am May 15,2026 1200 pm May 27, 2026 10:50 am  Meeting Scheduled  Not Signed A=av/#io: wa
Report
"
& - Shawing 110 1 of 1 entries
Logout

Clicking the ‘i’ icon will display a pop-up in which you will see which invitees have signed the
document(s), and you can reschedule the RON meeting and change invitee details. You can
also send reminder emails. Make sure to click ‘Update’ after you have finished making any
required changes.

NDA
°

Due Date May 26, 2026 342 pm Extend

Compietion Recipients © 0Selected. ===

Video Signing 3 toabes

Videa Signing Schedule May 21, 2026 3:16 pm —
Heath

1. Invitee (Signer), Video Signing Participant - Not Signed Included inv-
Matt diddie N. Smith

The host can also reschedule the RON meeting from the invitation email by clicking
‘Reschedule’.

Invitation to Online Notarization Meeting

;) Secured Signing Video Signi.

ECURED’

St

Download
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Starting the RON Meeting

www.securedsigning.com

The RON meeting is started by the notary/host (the notary is not always the host), and all
participants must wait until the host starts the meeting before they can join.

The host starts the meeting by first opening the link in their invitation email to host the video

signing meeting.

Invitation to Host an Online Video Signing Meeting to Digital Sign ‘NDA’

Dear

You have been invited by to host an online video signing meeting to

sign NDA.

Online video meeting : 15/05/2026 12:00 PM (GMT +12:00)
Signing Due date: 27/05/2026 10:50 AM (GMT +12:00)

Click to Join AE———

Click here to access the Invitee Monitoring Portal

If the current schedule time is not available, click "Reschedule” to change to another time

Reschedule

Click Download to view your document

Then the host can select their webcam, speaker, and microphone, before clicking ‘Go to

Meeting Room’.

. Video Signing .

You have been asked to start the Video Signing session and share your screen, this will allow
us to record the signing process. If you stop screen-sharing during the meeting, you will
need to rejoin and share your screen again.

Camera Logi C615 HD WebCam -
Speaker Default - Speakers (Logitech USB Headset) -
Microphone Default - Microphone (Logi €615 HD WebCam) -

Microphone Volume

l ‘GO TO MEETING ROOM

hads

sup
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The host can see which invitees are waiting in the meeting room and can start the meeting by
clicking ‘Start Meeting’.

I Start Video Signing .

Are you sure you want to start the video signing meeting, the schedule date time (15 May, 2026 12:00 PM) of the
meeting has not yet reached

Please, check below who is online.

Waiting in
Signer Role Deepfake Detect meeting Send a
9 reminder
room
Ron Smith Host - YES B 0
Matt Smith Signer - No M 0
CLOSE Z REFRESH
* speaker Ueiauit - IpPedkeTs ([LUYIETT UsD Meauset) - —

The host will be required to share their screen for the RON meeting recording.

Allow www.securedsigning.com to see this tab?

The site will be able to see the contents of this tab

Secured Signing Online Document Signing
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In the RON Meeting
In the bottom left corner of the page, the host has the following buttons to control the RON
meeting:

1. Leave Meeting - clicking will leave the meeting. Please note that if the host leaves, the
meeting will end after 5 minutes.

2. Startto Manage Signers — allows you to enable signing for the next invitee.

Mute — mutes/unmutes your microphone.

4. End Video Signing — allows you to end the video signing meeting and optionally
reschedule it.

5. Pause Recording — pauses the video signing recording.

Snapshot - allows you to take a snapshot of an invitee’s webcam.

7. ID Visual Check —Check the invitees’ ID verification results (this button only displays if
at least 1 invitee is using ID verification).

w

©

The ‘Start to Manage Signers’ button displays a pop-up where the host can manage who is
currently sharing their screen and signing the document(s). The host can enable signing for the
next invitee by clicking ‘Enable Sign/Screen Share’.

After the host clicks ‘Enable Sign/Screen Share’, the invitee will be prompted to share their
screen, then sign the document.

Video Participants

Ron Smith
Host

Matt Smith

Ag

agr
to
rein.

D Remove Signing Order
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As the host, you can add fields and additional signatures during a RON meeting from the control
bar near the top of the page.

Other controls include checking deepfake detection status if applicable and opening the
Whiteboard if that setting is enabled in your RON video signing settings.

Deepfake Detection Status

o Text Box [ Multi Line Text Box & Checkbox [ Date Picker BFile Upload Button -5-Strikethrough Text &7 Blur a Region [EREESIUEITSRVE

Open Whiteboard

\ /Pageh::fz Gotol~ t

On the left side of the document, the host can see a tag labelled ‘Sync All Here’. Clicking this
button will make all invitees currently in the meeting scroll to that place in the document.

The host can end the RON meeting at any time by clicking the ‘End Video Signing’ button. If all
invitees have signed, the host can confirm they would like to end the meeting, then the meeting
will end and all invitees will receive their completion email.

If there are still invitees that haven’t signed or the notary still hasn’t sighed, the host can choose
to end the meeting by clicking ‘End Meeting’, and the sender can schedule a new meeting to
complete the RON process later from the ‘i’ icon pop-up in the ‘In Progress’ tab in their
account.

End Video Signing
=

leous
Matt Smith(Signer) has not signed yet
greern
all pr
IE;‘I;;: Are you sure you want to end the meeting, the room will be closed permanently? The
lificati document is missing signatures, would you like to schedule a new vidg meeting?
Otherwise remaining invitees will sign remotely without Video Sig

ralidity
lina

made CLOSE END MEETING
laws
1all hi J ¥ o} y ¥
iected with or related to, the terms of this Agreement and Receiving Party: (i)
o mamcmaaa I Lialaadlallam dhacalc: aamad MY cialiiaas ke wlmled da amilaa Loaceima maw

Page 40 of 183


http://www.securedsigning.com/

®
ECURED
? }o;ﬂ‘% Secured Signing — Help User Guide www.securedsigning.com

The host can also choose to schedule a new meeting at a different date and time by clicking the
‘Schedule a New Meeting’ button.

Then, in the ‘Reschedule Video Signing’ pop-up, select the date and time for the new meeting,
select which remaining invitees you would like to be invited to the new meeting, then click
‘Reschedule’.

New invitation emails will be sent out to participants for the new video signing meeting.

Reschedule Video Signing

VIDEO SIGNING DETAILS /
( Schedule a new Video Signing meeting with signer in the list
Reschedule Date | | | =
< May 2026 >
( Ron Smith- Host Su Mo Tu We Th Fr Sa

26 27 28 29 30 1 2
( Matt Smith- Signer 3 4 5 6 T 8 9

0 1 12 13, 14 15 16
17 18 19 20 21 22 23
( 24 25 26 27 28 29 30

31123458/
[e]
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In Person Electronic Notarization (IPEN) Process

Our In Person Electronic Notarization (IPEN) software allows you to prepare your documents in
Secured Signing to be signed and notarized on your computer in a face-to-face meeting with
your invitees.

Preparing for an In Person Electronic Notarization

IPEN Wizard

To get started prepping your document(s) for notarization using the IPEN Wizard, go to ‘My
Documents’ and click the ‘Notary (IPEN)’ button.

D 14:3 1 9 Help User Guide @ RON Quick Start 7 Book Free Training & Take a Tour

‘ e 461 Documents Left @ §
My Documents

Admin Users F + ) : : ‘1 ‘
Add
¢' Documents Notary (RON) Notary (IPEN) We Sign Smart Tags
My Account
&
? ﬂ TEMPLATES IN PROGRE SIGNED HISTORY
Signatures
~ b INBOX == My Inbox
My Invitations
NDA

In the Select Your Document page:

1. You can send a single document or create a package of multiple documents.

2. Upload a document from your PC or a cloud storage provider, select a document from
your Secured Signing inbox, or select a Form Filler template.

3. Checkyourdocument list.

Optionally, select a signature template.

5. Finally, click ‘Next’ to continue to the next page.

>

Notary
My Documants
& o Welcome to SecuredSigning Electronic Notary Solution
Adimin Users Select Your Document
Get started by selecting your decuments.
L]
Wy Account
1. Do you want to send multiple documents (package) for signatures?
= 2 Assign to Notary or Queue
B Yes - Enable Package @ No - Single Document
sl
My Report 2. Please select document from local or your inbox folder
st 3 Add Clients / Notary
& Select fram yaur local OR Select from Inbox - OR Select from Template
ogeut
4 Elecuonic Notary Journal 3. Check document list
5 Tag the Document

4. Do you want to use a signature template?

°“ Select 3 Signature Tempiate

°.mm
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In the Assign to Notary or Queue page:

1. Choose whether you would like to assign the IPEN process to a notary or a notary
queue.
2. Click ‘Next’ to continue to the next page.

Notary

°. Are You Assigning this Session to a Notary or a Queue?

@ Notary Queue - Internal Queue - Outsource

Assign to Notary or Queue Q

In the Add Clients / Notary page:

1. Addinvitees, enter their email addresses and full names, and enter their mobile
numbers to send a code to for them to access the document.

2. Select the notary that will notarize this IPEN session. By default the sender will be
selected.

3. Select the venue where the notarization will take place. By default, the selected notary’s
state and county will be selected.

4. Click ‘Next’ to continue to the next page.

Notary

Client Details - Invitees
[+ e

o' Signer X
Email Address First Name Middle Name Last Name Mobile

Matt Smith -

o Add Clients / Notary Notary
Search Notaries Notary Full Name Notary E-Mail

Venue
State County

o3
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In the Electronic Notary Journal page:

1. Optionally, disable the Electronic Notary Journal.

2. Editthe document title, select the type(s) of notarization, and enter the notary fee
for each of the documents listed.

3. Enterthe required details for each invitee under ‘Principal Details’.

4. Clickthe ‘Start Tagging’ button to start tagging the document.

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
NDA Acknowledgrment - $5.00

Principal Details

3 Add Clients / Notary e-

Matt Middle Nam Smith 12 Main Street Manhattan New York ¥ 11355 Note

° Electronic Notary Journal e O Tagging

> Tag the Document

Tagging and Sending the Document
Before sending out the invitation for an IPEN meeting the document needs to be prepared by
adding form fields, signatures for the invitee(s) and the notary, and notary stamps.

NDA

+Add Invitee~  Add Notary Signature ~  Add Form Field + @ Add Broadcast Signature ~ Remove ~  Signature Template ~ [ Next

~ Font/ @ Fo1tSize/ < B I AFNFY B 2| 8 @& | @SeectAl Edit Mo
v + =

Miscellaneous.

(a) This Agreement constitutes the entire understanding between the parties and supersedes
any and all prior or contemporanecus understandings and agreements, whether oral or
written, between the parties, with respect to the subject matter hereof. This Agreement can
only be modified by a written amendment signed by the party against whom enforcement of
such modification is sought.

(b) The validity, construction and performance of this Agreement shall be governed and
construed in accordance with the laws of (state) applicable to
contracts made and to be wholly performed within such state, without giving effect to any
conflict of laws provisions thereof.

~Qusumer /
=

Matt Smith P h
Signature:
_)eGURED
Sg-y","’
~(Jeguren
85-_#".“’
Heath Johnson Heath Johnson (eNotary
(eNotary Seal) P Signature) P
Notary Signature:
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You can change settings for invitee signatures if needed, such as changing from a full signature
to initials, and enabling extra features that will show additional details on the signed signatures
such as job title and reason for signing.

Notary

Actions

A Select Documents v

£ Settings v
Matt Smith .
Invitee

Signature Properties:

Signature Type:
@ Ful

Signature Capture Format: o

@ E Signature Scanned Signature

Default features: e

Date/Time

Name

Extra features: e
Job Title Reason
View Only Don't need to sign
Save as Default

Multi Page Signing o

NDA
+ Add Invitee ~ Add Notary Signature ~ Add Ferm Field ~ @ Add Broadcast
Font ~ || Font Size - B I A W B & |8 @& ¢
1T +

Miscellaneous.
(a) This

the entire undk

any and all prior of
written, between the
only be modified by

such modification is sought.

contracts made and

conflict of laws provisions thereof.

between the parties

contemporaneous understandings and agreements,
parties, with respect to the subject matter hereof. This
@ written amendment slgned by the party against whom

(b) The validity, construction and perfurmahm of this_Acreament shall b
construed in accordance with the laws of £ Settings
to be wholly performed

Py (stat
it givi
[ Full signature

O Initials Signature

859”.“,‘.9 2 [ Date Required -~
Siy
— Name Required
R —
Matt Smith s [ Needs to View
Signature:
e
_Qleguren
By

Heath Johnson
(eNotary Seal)

=SJ ECURED
85{#”,‘"’

Heath Johnson (e
Signature)

Notary Signature:

You can also change settings for form fields by selecting them, then changing the settings in the
‘Settings’ section on the left side of the page, or in the box that display next to the field if it is

enabled in your account.

Notary

Actions

NDA

4 Add Inviteew  Add Notary Signature +

Add Form Field ~

@ Add Broadcast Signature

Remove ~|

3 Select Documents

o Settings

Field Assigned to:

Matt Smith

Validation: o
Mandatory Read Only
Validation rule:
None
Field Length Limit:

Min: Max:

No limit No limit
Add a field label: o
Name

or Type your own

Name

Conditional Logic

Formula Field

Arial

Miscellaneous.

(a) This Agreement constitutes the enhre understanding beMeen the parties and supersedes

i B & 48| @ | @seetal
1 - + =

any and all prior or conterr

such modification is sought.

conflict of laws provisions thereof.

EGURED .

'8:(_«".“’

Matt-Smi

written, between the parties, with naspecl to the subject matter hereof. This Agreement ca
only be modified by a written amendment signed by the p‘my against whom enforcement of

- h The validity, construction and £# Settings
:ontrachs made an Iy O Mandatory

| Matt Smith ¥ Name

whether oral of

x reement shall be governed and
(state) applicable t
late, without giving effect to an

[J Read Only
Field Label

Name

Assign to

~Qleguren
SE=
Qe URED 4
O 2=
Heath Johnson Heath Johnson (eNotary
(eNotary Seal) P Sigrjature) P

Notary Signature:
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Once all signatures, stamps, and form fields have been added to the document. Click ‘Next’ to
continue to the invitation workflow.

ure « Add Form Field ~ @ Add Broadcast Signature Remove ~ Signature Template ~ B Next

I A @ & & &8 &  GSelecal i

10~ +

1
iz

constitutes the entire understanding between the parties and supersedes

w contemporaneous dings and ag its, whether oral or
2 parties, with respect to the subject matter hereof. This Agreement can
' a written amendment signed by the party inst whom enfi it of
sought.

nstruction and performance of this Agreement shall be governed and
dance with the laws of (state) applicable to
1 to be wholly performed within such state, without giving effect to any
isions thereof.

EGCURED
Sig: =F

Matt Smith P

[Name P I

In the invitation workflow pop-up, you can change the due date, change invitee details, and
enable extra features.

Confirm Invitation Workflow

£ Settings 2 More Features B Electronic Notary Journal
Due Date © Signing Order Type L4

May 27, 2026 2:47 pm Sequential

Matter/Ref Number \

Enter Matter/Ref Number

Effective Date

Enable

Attachments

B Select Attachments for All Invitees

Check Invitees /

1. Matt Smith (Signer) "B Choose language ~ . E3Edit Completion Email I EAEdit Invitation Email I = Select Attachments

Matt Middle Name Smith

Enable SMS Notification

Review Before Signing Video Confirmation o Face2Face Sign [ 2 00

2. Heath Test (eNotary) "B Choose language ~ . E4Edit Completion Email I EEdit Invitation Email I &S Select Attachments I
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You can also add additional ‘Share Users’ by clicking the ‘Share With’ button. In the ‘Share With
User’ pop-up you will see that the notary will already be added, and you can add additional
users by clicking ‘Add New Share User’. Any user added here will be able to open the document
on their computer and allow the invitee(s) and notary to sign. If the sender is not also selected
as the notary, they will be added as a share user automatically.

Share With User

Middle Na

Add New Share User

You can also make changes to the electronic notary journal if needed.

Confirm Invitation Workflow

& Settings & More Features B4 Electronic Notary Journal

State

Venue: Florida

Electronic Notary Journal: Enable

Documents

Document Title Type of Notarization Other Type of Notarization Notary Fee

NDA Acknowledgment - $5.00

Principal Details

Matt Middle N¢ Smith 12 Main Street Manhatta New Yor 11355 Note

Previous Send

Finally, click Send to send the document(s) out for signing and notarization. The notary and the
other share users (if additional ones are added) will receive notification emails.

Page 47 of 183


http://www.securedsigning.com/

®
ECURED
U #% Secured Signing — Help User Guide ~ www.securedsigning.com

Check and Update In Progress IPEN Documents

You can check the signing status of IPEN documents at any time from the ‘In Progress’ tab in
the ‘My Documents’ page. You can click on the ‘i’ icon to check the signing progress or make
changes, and you can also click the ‘View notary journal’ button to check the electronic notary
journal and even add comments.

‘ 460 Documents Left Secured Signing Credits 1 Notifications 0h25m
ety Average Signing Time
My Document

Top Up here.

Admin Users o X X 1 & LS| °

F.3 LI, Notary (RON) [l Notary (Mabile ) [l Notary (PEN) Smart Tags Form Filler & Updane
iy Account
INBOX TEMPLATES IN PROGRESS: SIGNED HISTORY

Q S w0 =
My Intations
IN PROGRESS + Name Matter/Ref N...  Invitess Start Date ¥ Meeting Date Due Date Status Last Signed Actions ’

= DnoA MattSmith= May 20, 20260306 pm May 27, 2026 6258 pm_ Filing Hot Sgoed Almlalv)c]i|ols[a]s

My Reports
L]

E - ’ Showing 1 to 1 of 1 entries

Logout

Clicking the ‘i’ icon will display a pop-up in which you will see which invitees have signed the
document(s), and you can change invitee details. Make sure to click ‘Update’ after you have
finished making any required changes.

NDA

i}
Due Date May 27, 2026 2:56 pm
Completion Recipients ° 0 Selected. View/Manage
Video Signing Schedule a Meeting

pd

Middle N

1. Invitee (Signer) - Not Signed

Authentication: SMS ~

D Update/Resend

Face2Face Sign

Review Before Signing
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Signing and Notarizing the IPEN Document(s)

To start signing the IPEN document(s), the notary/share user must first open the document on
their computer, sending an SMS code to the invitee’s mobile phone, allowing them to access
the document and sign.

The notary/share user can open the document either by logging into their Secured Signing
account, going to the In Progress tab in the ‘My Documents’ page, clicking the ‘Continue
Face2Face signing’ button in the ‘Actions’ column for their document/package, and finally
clicking Click to Sign:

Face2Face InProgress

Matt Smith EESSEN < ——

Heath Johnson Not yet

Or the notary/share user can login to the Face2Face / IPEN Portal firstby clicking the ‘Login’
button in their IPEN notification email:

IPEN Notarization of NDA Notification

- Matt Smitn
- Heath Johnson

Regards,

The Secured Signing Team

Then the notary/share user should go to the In Progress tab, click the @ icon for their
document/package, and finally click the Sign button:

IN PROGRESS SIGNED HISTORY

Q S 10 B
/Mame Due Date v  Status Last Signed Actions
& NDA May 27, 2026 02:56 pm Filling Not Signed nE v
Name Email Face2Face
Matt Smith v __‘ [ = sign |
Heath Johnson v not yet
. NN Showing 1t 1 of 1 entries
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The notary/share user will be taken to the ‘Secure Document Access’ page, and the invitee will
receive an SMS code that they must enter in this page to access the document.

o

Secure Document Access

CONTINUE

or
Login to the Invitee Monitoring Portal

Now the invitee can fill and sign the document.

any and all prior or contemporansous understandings and agresments, whether oral or
wiitten, between the parties, with respect 10 the subject matler hereof. This Agreement can
& anly be modified by a written amendment signed by the party against whom enforcement of
such madification s sought.
— (b) The validity, construction and perfarmance of this Agreement shall be govemed and
i construed in accordance with the laws of (state) applicable to
; conlracts made and 1o be wholly performed within such slale, wilhout giving effect 10 any
confiict of laws provisions thereol.

&
ft —‘-"‘ Matt Smith
5 .

Signature:

Notary Signature:

Document Name: NDA Resoute Dachine Sign

Once all invitees have signed, the notary can sign and notarize the document the same way, by
going to the ‘Continue Face2Face signing’ pop-up in their account, or logging into the
Face2Face / IPEN Portal and clicking ‘Sign’ to access the document, then filling, signing, and
stamping the document.

any and all prior or contemporaneous understandings and agreements, whether oral or
written, between the parties, with respect 10 the subject matter hereaf. This Agresment can
only be modified by a written amendment signed by the party against whom enforcemant of
such modification is sought.

(b) The validity, construction and performance of this Agreement shall be governed and
construed in accordance with the laws of (state) applicable to
contracts mada and o be wholly performed within such state, without giving affect to any
conflict of laws pravisions thereof.

= MaH it Matt Smith

“ Signature: o Ty 35 368 18940 8T

Notary Signature

Document Name: NDA Reroute Decline Sign
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Notary Queue

Overview

Creating a notary queue allows you to tag a notary document/package, assign it to the notary
queue, and then any notary in your account that you added to that queue can assign the
document/package to themselves to finish prepping and send it for signing and notarization.

We have 2 types of notary queues; internal queues and outsource queues. Internal queues are
only for the notaries in your account to add documents to and take documents from. Outsource
queues allow an external company that you select to take your document(s) and handle the
notarization process.

There are also 2 different types of outsource queue, online outsource queues and mobile
outsource queues. The online outsource queue allows you to add documents that will be
signed in a Remote Online Notarization (RON) session or an In Person Electronic Notarization
(IPEN) session. The mobile outsource queues allows you to add documents that will be printed
out and signed and notarized in person and on paper, then scanned and uploaded back into
Secured Signing once completed.

Create a Notary Queue

Internal Queue

Admin users in a business account or an enterprise account can create unlimited queues and
can assign any available notaries to those queues. Please note that you need at least 2 notary
users in your account to create an internal notary queue.

To create an internal notary queue:

1. Goto My Account > My Settings > Notary Queue.
2. Click New Notary Queue.
3. Enteraqueue name.
4. Selectthe notaries you would like to have access to the queue.
5. Optionally, enter a queue description.
6. Click Save.
My Settings MyDetails  MyPlan My Billi m T e i e I P Bt i
E o
seuments @ MySattings  # Signature Settings  [Video Signing  SBranding  FApiSettings [l Notification @ Domain Authentication & Notary Q Remota Cartificate W Account Security
&
! Notary Queue ©
G 2
D -
x o New York Notaries v
") 53
E Available Notaries © P Selected Notaries
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Outsource Queue

Admin users in a business account or an enterprise account can create online or mobile
outsource queues and select which external notary/company will take documents from the
outsource queues to sign and notarize.

To create an outsource notary queue:

Go to My Account > My Settings > Notary Queue.

Click New Outsourcing Queue and agree to the ‘Outsource Queue Usage Terms’.
Select the either Online or Mobile as the ‘Outsourcing Queue Type’.

Enter a queue name.

Select the notary/company you would like to be able to take documents from the the
queue to sign and notarize.

aoprobd=

6. Optionally, enter a queue description.
7. Click Save and confirm that you would like to create the outsource queue.
My Settings My Details My Plan My Billing My Email Templates My Signature Templates
]
MyDocuments g p1y Settings o Signature Settings i Video Signing  S2Branding £ Api Settings £ Notificati @ Domain icati & Notary = Notary Queue 2 Remote Certificate 1 Account Security
&

Admin Users

Notary Queue ®

& 2
My Account + New Notary Queue = New Outsourcing Queue

]
B} Florida Notaries Outsourcing Queue (ONLINE) ~
My Invitations
il Outsourcing Queue Type © (o
e @ L online (RON/IPen) (' & Mobile
G tQueue Name l Queue Description

Signing Service More -

After creating and saving the outsource queue, the notary/company you selected for the queue
will receive an email notifying them that you have added them to an outsource queue, and that
contains an authorization code and your contact details. Before they can start taking
documents from the outsource queue, they will have to provide you authorization code.

Outsource Queue Requested

© « &« ~
To: Tue 5/19/2026 5:19 PM

add your company into their outsource queue. Please use below contact

details to confirm
Regquest from:
Contact person:

vice

Contact email:

Once confirmed, please provide the code to the contact person complete setup

Regards,

The Secured Signing Team
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Once you have received this authorization code from the notary/company:

1. Go backto My Account > My Settings > Notary Queue and open the outsource queue
you created before.

2. Click Approve.

3. Enterthe authorization code given to you by the notary/company.

4. Click Confirm.

Please enter the code provided by the notary /

company

If you are a notary in a company that has been added to one or more outsource queues by at
least one account, you will see a new folder in My Documents > Inbox, identified with the
following icon and containing the account’s company name: . Under that folder, you will see
subfolders for each outsource queue that that account has added you to, with online
outsource queues identified with this icon: =, and mobile outsource queues with this icon: &,

. 1982 Documents Left Secured Signing Credits
[ USD $28.78 Left
My Documents

Top Up here
Admin Users : : : ‘ 1 a
Q. Notary (RON) Notary (IPEN) Notary (Mobile Q) Smart Tags | Sign We Sign
My Account
ﬂ TEMPLATES IN PROGRESS SIGNED HISTORY
Signatures
u 4 INBOX + Online Outsource Queue - New York Outsourced
My Invitations i
Assigned Jobs (0), Name Invitees
Al I Notary Queue
NDA Matt Smith+
My Reports 4 = New York Notary Company
— l Bank Details Form lan Johnson~
= 1 = New York Outsourced (2)
My Tasks l & Mobile New York Qut... (2) 1 - 3 of 3 total results. e 0 I

G £ Florida Notary Company

Logout
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Assign Documents to a Notary Queue

Internal Queue or Outsource Queue
To assign documents to an internal queue or an outsource queue, start by going to ‘My
Documents’, then clicking either the Notary (RON) or Notary (IPEN) button to go to the RON or

IPEN wizard.

www.securedsigning.com

Select your documents as usual, then in the ‘Schedule RON Meeting’ page in the RON wizard,
or the ‘Assign to Notary or Queue’ page in the IPEN wizard, when asked who you are assigning
this notary process to, select Queue - Internal to assign to an internal queue or Queue -

Outsource to assign to an outsource queue.

Notary

e Schedule Ron Meeting

Are You Assigning this Session to a Notary or a Queue?

Notary @ Queue - Internal

Video Signing - Remote Online NotarizaWgn (Rox

Schedule an Online Notarization Session @

Enable RON

Identity Proofing and Credential Analysis
[ KBA - identity Proofing
. ID Verification - Credential Analysis
SMs
Personal Knowledge

Credible Witness

Supervising the Witnessing of Electronic Records

Queue - Outsource

&

‘WILL YOU (Notary) BE SUPERVISING THE WITNESSING OF ELECTRONIC RECORDS AS OUTLINED IN FLORIDA STATUTE 117.285? e

YES @ NO

Then, in the ‘Add Clients / Notary’ page, you will be able to select to which queue you would like
to assign the document(s). From here, you can immediately submit the document(s) to the

queue after entering invitee details, or you can continue to tag the document before submitting
the document to the queue.

Notary

o Add Clients / Notary

Client Details — Invitees

Signer
Email Address First Name Middle Name

B Realify - Deepfake Detector © SMS Notification

L~

Queue - Internal

Please select a queue

Last Name Authentication Type

Personal Knowledge |

Y \

Next

Once documents are submitted to the queue, all notaries assigned to the queue will receive a
notification email, and the invitee(s) will receive one too.
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Mobile Outsource Queue
To assign documents to a mobile queue, start by going to ‘My Documents’, then clicking the
Notary (Mobile Q) button to go to the Mobile Queue wizard.

In the ‘Select Your Document’ page, select the document(s) that you would like to assignto a
mobile queue, then continue to the ‘Schedule Meeting’ page.

Mobile Notary
L
2 T . .
- Welcome to SecuredSigning Electronic Notary Solution
Select Your Document N
Get started by selecting your documents.
-3
' 1. Do you want to send multiple docu
=
o Yes - Enable Package @ No.. Single Document
il
. 2. Please select document from local or your inbox folder
& OR Select from Inbox - OR Select from Templat

——‘m

In the ‘Schedule Meeting’ page, select a date and time for the meeting, then continue to the
‘Add Clients / Notary’ page.

Mobile Notary

Schedule Notarization Meeting

Schedule a Notarization Session @

In the ‘Add Clients / Notary’ page, add the invitee(s) that will be signing document or present for
the notarization, entering their email, full name, and mobile number. Then, if you know the
address where the notarization will take place, fill out the signing venue details. Finally, select
which mobile queue to add the documents to and click ‘Next’ to continue to the ‘Electronic
Notary Journal’ page, or click ‘Submit to Queue’ to add the document to the mobile queue now.

Mobile Notary
2 . . .
— Client Details - Invitees
+ Add Witness

= [r===] (]

Signer x
- Email Address First Name Middle Name Last Name
=

tation: ‘-.‘ Matt
sl -

e o Add Clients / Notary

Signing Venue
Address city State Zip Code
l 12 Main Street Manhattan New York v 11355

Mobile Queue

Next
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In the ‘Electronic Notary Journal’ page, you can choose to keep the electronic notary journal
enabled, or to disable it. If you keep it enabled, edit the document title, select the type(s) of
notarization, and enter the notary fee for each of the documents listed. Then, enter the required
details for each invitee under ‘Principal Details’. Finally, click ‘Submit to Queue’ to add the
document to the mobile queue.

Mobile Notary

Electronic Notary Journal

Use Electronic Notary Journal

Document Title Type of Notarization Other Type of Notarization Notary Fee

/ NDA Acknowledgment

Principal Details

Matt A Nan Smith 12 Main Street Manhattan NewYork ¥ 11355

o Electronic Notary Journal ___—‘
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Assign Documents in a Queue to You

Internal Queue

Once a document/package has been added to an internal notary queue, users in that queue
can take the document/package by going to the queue folder under the Notary Queue tab in My
Documents > Inbox, then clicking ‘Assign to Me’. Once they have assigned the document to
themselves, they will be taken to the RON/IPEN wizard to complete document prep before
going to document tagging and finally sending the document/package for signing and
notarization.

= 463 Documents Left Secured Signing Credits 1 Notifications 0h25m
] LR Average Signing Time
My Bocuments Top Up e
Admin Users o
‘ - 53 53 B3 2 i3] 2
Add =1
oy Documents [l Motary RON) [l Notary Mcbile ) [l Notary (IPEN) We Sign Smart Tags Form Filer 15ign update
B
signatures
= + IN§OX + Notary Queue - New York Notaries
ki Aslgned Jobs (0) Nondisciosurs Agresment May 20, 202. Heath . Heath Test 55590 Back o Qusus
il Test (0) B
NDA May 20, 202... Heath
My ‘*W"S) 4 Notary Queue
o ——— e 1- 2002 total results.
sgoul Florida Notaries (1)

= signing Service

If the notary decides they no longer want to handle notarization for a document/package before
sending, they can go to the notary queue and assign the document back to the queue by
clicking ‘Assign Back to Queue’. Or, if they don’t immediately send the document/package after
assigning it to themselves, they can go to the queue again later and click ‘Continue Draft’ to
continue prep and tagging before sending.

‘ 463 Documents Left Secured 5"9"'“?’5"15‘ 1 Notifications 0h25m
USD $47.82 Left Average Signing Time
My Document Top Up here
min U o
-~ 2 2 'Y Y KR EE
Add
F Documents [l Motary Ron) [l Notary Motiie 0) [l Notary (IPEN) We Sign Smart Tgs. Form Filler 1Sign update
My Account
s m rroreall i ot el e
signatures
= + INBOX + Notary Queue - New York Notaries ’ \
My intatior Assigned Jobs (0) e S— May 20,202, Heath . Heath Test ':s-r.:nia,l tn Gueve Continue
Test (0) -
[ahal st . May 20, 202... Heath Assign to Me
My Reports 4 Notary Queue
s @ / 1- 2012 total results. - S
e Florida Notaries (1)

 Signing Service
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Outsource Queue

Once a document/package has been added to an outsource notary queue, users in the
company assigned to that queue can take the document/package by going to the outsource
queue folder under that notary company’s tab in My Documents > Inbox, then clicking ‘Assign
to Me’. Once they have assigned the document to themselves, they will be taken to the
RON/IPEN wizard to complete document prep before going to document tagging and finally
sending the document/package for signing and notarization.

‘ 1982 Documents Left Secured Signing Credits 89 Notifications 2h21m
EU I Average Signing Time

Top Up here

= Florida Notary Company

My Document
admin User °
— 53 5 3 53 L 2 o
Add & Updat
a Notary (RON) Notary {IPEN) Notary (Mobile Q) Smart Tags. We Sign Documents o Update
Wy Account
s m e [ p— —
= + INBOX + Online Outsource Queue - New York Outsourced
Ay Invitations ;
Assigned Jobs [0) Mame Invitees Meeting Date Upload Date Submitted By Assigned To
il Notary Gueue
— NDA Matt Smith= May 13,2006 0542 PM  May 08, 2026 0542 pm  Heath Smith Ran Johnson
ST P == New York Notary Company
Bank Details Form May 09,2006 0536 PM  May 08, 2026 0536 pm Heath Smith
= s T New York Outsourced (2)
My ik & Mobile New York Out... (2) 1- 3 of 3 total results. -
ogout

After clicking ‘Assign to Me’, a confirmation pop-up will display containing additional details
about the notary process, including the document name, the scheduled meeting date, and the
invitee list. Click ‘Assign to Me’ in this pop-up to confirm.

Assign Outsource Queue Document to Me

Document Name
Bank Details Form

Scheduled Meeting Date
May 09, 2026 05:3¢ PM

Invitee List
lan Johnson (

Assign to Me

If the notary decides they no longer want to handle notarization for a document/package before
sending, they can go to the notary queue and assign the document back to the queue by
clicking ‘Assign Back to Queue’. Or, if they don’t immediately send the document/package after
assigning it to themselves, they can go to the queue again later and click ‘Continue Draft’ to
continue prep and tagging before sending.

= 1982 Documents Left Secured Signing Credits. 89 Notifications 2h21m
[ USD $28.78 Left Average Signing Time
My Document

Top Up here

-
Admin Users l ; l ‘ I ]
Notary (RON) Notary (PEN) Notary (Mobile Q) Smart Tags m&“"i - & Update

= + INBOX + Online Outsource Queue - New York Outsourced
py it
: Assigned Jobs (0) Name Inwitees Meeting Date Upload Date Submitted By Assigned To
il Notary Queue Assign
NDA Matt Smith~ May 13, 2026 05:42 PM  May 08, 2026 05:42 pm Heath Smith Rﬂn.'nh"san’ s
My Beports 4 B New York Notary Company &
— Bank Details Form an Johnson = May 09, 2026 05:36 PM  May 08, 2026 05:36 pm Heath Smith
— ) New York Outsourced (2)
Moy Tasks & Mobile New York Out... (2) 1-30f 3 total results. - S 1.
B Floridz Notary Company

in
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Queue Document Management
Admin users in a Secured Signing account have full visibility and control of documents in notary
queues. To start managing documents in nhotary queues:

1. Goto Admin Users > My Notary Queue.
2. Optionally, select a notary to only see documents assigned to that notary.
3. Optionally, select a notary queue to only see documents in that queue.

Admin users can see the status and view the document logs of specific documents and
packages in notary queues and can delete the documents if necessary.

My Notary Queue My Users My Documents My Reports  [VNINGIETVeILIY 1
[
My Documents p e

& All Notaries v Notary Queue:  Neyw York Notaries B8 DateCreated: | Sclect Date Range & May 01, 2026 - May 31, 2026 ~ Search Doc Q® ¢
Admin Users

£ Document Owner Document Name Date Created LastSign Date  Status Notary Queue Assigned To Actions

My Ac t
S Heath Smith Nondisclosure Agreement May 20, 2026 0939 am  Not Signed Vet Draft New York Notaries  lan Johnson h=@&v o

N
- Heath Smith NDA May 20, 2026 09:27 am  Not Signed Yet Draft New York Notaries Not Assigned h =& v 0o
My Invitations

Lol S0 +] \
My Reports

&

Logout

Additionally, for documents in an outsource queue, users in the account that created the
outsource queue can track the status of documents in the outsource queue by going to the
outsource queue folder under that notary company’s tab in My Documents > Inbox or In
Progress or Sighed (depending on where the document is in the signing process).

Then, the user can see details such as the meeting date and the status of the document, or view
the document and check the document log, and much more.

= 463 Documents Left Secured Signing Credits 1 Notifications O0h25m
[ USD $47.82 Left Average Signing Time
My ocument

Top Up here

L]
~ 1 e <4 L kS|
Add R
Documents [l Notary (RoN) [l Notary (Mobile ) [l Notary (PEN) Smart Tags Form Filler Upiate

Online Outsource Queue - New York Outsourced Q oo =
4 IN PROGRESS + Name Matter/Ref N... Invitees Start Date ~ Meeting Date Due Date Status Last Signed Actions.
Assigned Jobs (01 ) Bank Details F.. an Johnson~  May 0B, 2026 06:34 pm May 12, 2026 06:25 PM May 15, 2026 06:27 pm Mesting Scheduled  Not Signed A=zav iz 88

Notary Queue

~ - Showing 1to 1 of 1 entries
+ B Signing Senvice

&~ New York Outsourced (1)
&

Mobile New York Out... {2)
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We Sign

Overview

In We Sign, you can upload a single document or create a package of documents, add invitee
signatures and form fields, then send the document(s) out to be signed.

Designer

Add Invitee

To add a new invitee to the document, select ‘Signatures’ in the Add Invitee dropdown menu. If
the invitee only needs to view the document, and doesn’t need to sign, select ‘Needs To View’
instead (if you don’t see this option, enable ‘Signer Needs to View — No Signature’ in My
Account > My Settings).

here to add a signature for

=+ Add Invitee~ Add Form Field ~

(& Signatures
Font Size @ Needs To View & | &

A pop-up will display to enter invitee details. Enter the invitee’s email and name, then click
‘Add’ to add them to the document. You can also click ‘Remove’ to cancel, and you can also
check ‘View only’ here if the invitee only needs to view the document and not sign.

Enter your invitee details

First Name
Middle Name

Last Name

View only - signature not required

If you need to add another signature for an existing invitee, you can select the invitee from the
‘Add Invitee’ dropdown menu.

+ Add Inviteev Add Form Field ~

& Matt Johnson (Signer) i
nt Ei:a/ + Add New Invitee's Signature =]

+ Add Needs to View
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From the Add Form Field dropdown menu, you can click to add the form fields you need the
invitee(s) to fill before signing.

+ Add Invitee~

No Bindin reement for

The parties agree that neithe

Add Form Field -

# Text Box

[ Multi Line Text Box
Checkbox

@® Radio Button

B2 Date Picker

iE Drop Down List

& File Upload Button
5 Strikethrough Text
2 Blur a Region

@ Add Broadcast Signature

7 @ Select All

+ = E

-

ftion of any kind whatsoeve|

with respect to a Transaction by virtue of this Agreement, except for the matters specifically
agreed to herein. The parties further acknowledge and agree that they each reserve the right
in their sole and absolute discretion, to reject any and all proposals and to terminate

Once you have added a form field, you can change settings in the ‘Settings’ section on the left
side of the page. Most fields will have different settings, but they all have the Mandatory option,
which if enabled means the invitee must enter input into that field before they can sign. Most
fields have the Read Only option to, which if enabled blocks the invitee from entering input into
the field, they can only see the existing input. You can also change the Field Label for most
fields, which changes the placeholder text in a field before a value is entered, and differentiates
multiple of the same fields.

£ Settings

Validation: o

Mandatory

Validation rule:
MNone

Field Length Limit:
Min:

Mo limit

Add a field label: o

Text Box

or Type your own

Text Box

Conditional Logic

Formula Field

Read Only

Mo limit

hd

&~
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There are some more advanced controls for form fields in the control bar above the document.
You can click a form field to select it, then click Duplicate selected field to duplicate it. For the
other controls, you must first select 2 or more fields, you can do so by holding the Ctrl key on
Windows or the Command key on Mac and clicking all the fields you would like to select or
click Select All to select all fields on the document. Then you can use the controls to make all
selected fields the same size as the first field you selected or align the fields with the first field
you selected.

+ Add Invitee~ Add Form Field ~ @ Add Broadcast Signature Remove ~

~ || 12 < B I Al B & 48| & GSelectAl

|Text Box A Multi Line Text Box

Neo Bindin reement for Transaction.

The parties agree that neither party will be under any legal obligafion of any kind wha er
with respect to a Transaction by virtue of this Agreement, except for the matters specifically
agreed to herein. The parties further acknowledge and agree that they each reserve the right,

e Mlhals mala and akeslidbs Alessablae e salact ams and all ccamanale amd e baceslosba

Finally, for fields that contain text like text boxes and multi-line text boxes, there are formatting
controls in the control bar above the page to change font, font size, and font colour, and to
make text bold or italic.

NDA

+ Add Invitee~ Add Form Field ~ @ Add Broadcast Signature

Calibri - 12 B I A|lW & & & @& Bseectal

[Text Box P Multi Line Text Bax

No Bindin reement for Transaction.

The parties agree that neither party will be under any legal Gbligation of any
with respect to a Transaction by virtue of this Agreement, except for the matters specifically
anraad tn harain  Tha nartiae furthar arknawladne and anrea that thav aach recarve tha rinht
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Add Broadcast Signature

If you need to send the same document to multiple different invitees at once, instead of tagging
and sending the document multiple times, you can add a broadcast signing by clicking Add
Broadcast Signature.

Form Field ~ @ Add Broadcast Signature Remove ~

- - - o -

Simply place the broadcast signature(s) as needed, then when you are done tagging the
document click Next.

- Sgratwe Template » @ Net

Then you will be able to manually add each invitee, select a previously saved list of invitees if
you have used broadcast signatures before, or upload a spreadsheet containing the details of
each invitee. You can download a sample list to see the format required.

Broadcasting Broadcasting Broadcasting

’. e = ¥

ok 4 i 1 upioad a s of imitees

ik e 10 owond 8 samaie kst
i P

= =x
In the next page of the pop-up you can check to save your list for future use and edit some

additional options i.e. signed document name and due date, before sending the document to
the selected invitees.

Broadcasting

Check if you want to save your list for future use /
e Signed Docu jame

Due Date ®

2 Jun, 2026 4:48 pm

Authentication ©

Message ©

[ invitation Email Template

I Completion Emal Template
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Signature Template

Select one of your saved signature templates to instantly apply the fields and signatures to the
document or click Create New Template to create a new one. Signature templates are
discussed here in the user guide.

Remove - Signature Template ~ @ Next

* MDA Signature Template

Create Mew Template

Edit Mode

Add Documents
You can add documents to a package/to create a package in the We Sign designer by first
clicking the Add Documents button.

=+ Add Invitee~ Add Form Field ~ @ Add Broadcast Signature Remove ~ Signa|

Font Size < B I Al B a

il

[ 70aDoouners Sl

9 - ‘Z =

/l

No Binding Agreement for Transaction.

Then in the ‘Select Documents’ panel on the left side of the page, you can either upload a new
document, select a document from the inbox or signed documents folder, or select a saved
template. Finally, to add the selected document, click Update Package.

We Sign NDA
[3Select Documents v Font

B Enable Package

2 Add Documents from the Below Source

X Upload from Local to Inbox -

[2 Nondisclosure Agreement.docx o

& NDA -

Select from Signed Folder - \
[#  Select from Template Folder - /

:
Z1Package Documents v
£ Settings v
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Replace Document

If you have already started tagging your document in the We Sign designer, but you need to
replace the document with another document without losing the form fields and signatures on
the document, click the Replace Document button.

+ Add Invitee ~ Add Form Field ~ @ Add Broadcast Signature Remove ~ Signature T4

nt Size = B I A YV & & &8 f?ﬂ

Then, in the pop-up that displays, upload a document or select a document from your inbox to
replace the current document with. Please note that you cannot replace the current document
with a document that has less pages if it will result in fields or sighatures being removed i.e. if
the current document has a field on page 5, you can’t replace it with a 4-page document.

Replace Document

Select Document from the Below Source

. Upload from Local or =] Select from Inbox Folder v

Do you want to replace document "NDA" with document "Nondisclosure Agreement”

Replace Document

Save Draft
To save a draft and continue tagging the document later click the Save Draft button. A draft will
also be auto-saved every 5 minutes.

Field - @ Add Broadcast Signature Remove - Signature Te

& & &8 & Selectm

- + =

e under any legal obligation of any kind whatsoever I

Tilale Ascasassmel momme i Hamw e mablaes soasiliaalba
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Once a draft has been saved it will appear in the Inbox and in the In Progress tab. You can click
Continue Draft to open the document in We Sign and continue tagging or Remove document
draft to remove all fields and signatures from the document and delete the draft.

o L 4 H o
D.,:::,m Smart Tags. We Sign B Update

&

INBOX + My Inbox Ty s
NDA May 27. 2026 04:12 pm Continue Draft D
Sample Document May 26, 2026 0230 pm 1se «
1-2 of 2 total results. o 25

Document Order in a Package

To change the order that documents in a package will be signed in, open the Package
Documents dropdown and use the up and down arrows to move document position in the in
the Document List. The document at the top will be signed first.

Actions + Add Invitee's Signature~  Add eNota
[31Select Documents v
f&lPackage Documents v

Document List

B Sample Document n ?’
T —
[l SmartTagSample- Witness * + F_

no signatures

‘®Remove Document Select Document

3 NDA 4
no signatures
SeectDocument

“f Settings v
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Invitation Workflow

Once you have finished tagging your document in the We Sign designer, clicking Next will open
the Invitation Workflow pop-up. This is where you can configure your desired workflow for the
signing process by changing the signing due date, checking/changing invitee details, and
selecting invitees’ authentication method before sending the document(s) for signing. You can
also enable Sequential under ‘Signing Order Type’, which means the invitees must sign in
order, which you can change by clicking and dragging the green bar for each invitee. Note that if
your document has form fields, sequential signing order can’t be disabled.

Invitation Workflow

Due Date @ Signing Order Type

5 Jun, 2026 10:46 am [ sequentiat

Video Signing / RON \

B ensiie © /

Check Invitees

Your invitation workflow may look different, as some additional features that you have enabled
in your account settings will also display here for you to enable for your signing process. These
include features that can be enabled for individual signers like Video Confirmation, SMS
Notification and Face2Face Signing.

Invitation Workflow

Due Date @ Signing Order Type ©

[ sequential

Video Signing / RON
[

Check Invitees

j13@dsx.conz

[ enabie SMS Notification

Once you click Send in the invitation workflow, either the first invitee will receive an invitation
email if Sequential is enabled, or all invitees will receive their invitation email at once if it is
disabled.
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Form Filler

Template Designer

Add Invitee

To add a new invitee to the template, select ‘Signatures’ in the Add Invitee dropdown menu. If
the invitee only needs to view the document, and doesn’t need to sign, select ‘Needs To View’
instead (if you don’t see this option, enable ‘Signer Needs to View — No Signature’ in My
Account > My Settings).

Click here to add a
signature for signing

=+ Add Invitee~ Add Form Field ~ @ Add

* | [ Signatures & MNeads To View

v Font Size M BTTTATY BT a&

4 -

If you need to add another signature for an existing invitee, you can select the invitee from the
‘Add Invitee’ dropdown menu.

NDA

+ Add Invitee - Add Form Field ~

{ + Add New Invitee's Signature
t - Font Siz{ + Add Needs to View =N
- Invitees added :

l & Invitee 1 (Signer)
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Add Form Fields
From the Add Form Field dropdown menu, you can click to add the form fields you need the

invitee(s) to fill before signing.

Secured Signing — Help User Guide

+ Add Invitee~

No Binding Agreement for

The parties agree that neithe

Add Form Field ~

# Text Box

& Multi Line Text Box
Checkbox

@ Radio Button

&% Date Picker

= Drop Down List

& File Upload Button
& Strikethrough Text
2 Blur a Region

® Add Broadcast Signature

& Select All

—

ftion of any kind whatsoeve

with respect to a Transaction by virtue of this Agreement, except for the matters specifically
agreed to herein. The parties further acknowledge and agree that they each reserve the right
in their sole and absolute discretion, to reject any and all proposals and to terminate

www.securedsigning.com

Once you have added a form field, you can change settings in the ‘Settings’ section on the left
side of the page. Different fields will have different settings, but here are some settings that

most fields have:

o Allfields have the Mandatory to Fill-in By Invitee option, which if enabled means the

invitee must enter input into that field before they can sign.

e Mostfields have the Required to Fill-in By Sender option, which if enabled means the
sender will be able to enter input when sending the template for signing.

o Mostfields also have the Read Only option to, which if enabled blocks the invitee from
entering input into the field, they can only see the existing input.

e You can also change the Field Label for most fields, which changes the placeholder
text in a field before a value is entered, and differentiates multiple of the same fields.

Settings

Validation: o

Mandatory to Fill-in By Invitee 1
Required to Fill-in By Sender

Read Only

Validation rule:
MNone

Field Length Limit:
Min:

Add a field label: @
Text Box

or Type your own

Text Box

Conditional Logic

Formula Field

%
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If you need the same fields duplicated in different places in one form, you can copy fields such
as text boxes, multi-line text boxes, checkboxes, date pickers and drop-down lists by clicking
the 3 dots and then the field you’d like to copy in the Add Form Field dropdown. Once the
invitee has filled-in the first field when signing, the same value will appear in all fields with the
same field label.

NDA
1
+ Add Invitea~ Add Form Field ~ & 5 'd Broadcast Signature X Remove

& Text Box i Name &ﬂ
M Font Size - B | @ Multi Line Text Box ———
| Checkbox |
@ Radio Button I
B Date Picker

= Drop Down List

@ B File Upload Button

& Strikethrough Text

2 Blur a Region
No Binding Agreement for Transaction.

There are some more advanced controls for form fields in the control bar above the document.
You can click a form field to select it, then click Duplicate selected field to duplicate it. For the
other controls, you must first select 2 or more fields, you can do so by holding the Ctrl key on
Windows or the Command key on Mac and clicking all the fields you would like to select or
click Select All to select all fields on the document. Then you can use the controls to make all
selected fields the same size as the first field you selected or align the fields with the first field

you selected.

=+ Add Invitee~ Add Form Field ~ @ Add Broadcast Signature Remove

AR - B I Al B & A& | @ GSeectal

[Multi Line Text Box

No Bindlng ggrnment for Transaction .
The parties agree that neither party will be under any legarl obligation of any kind whalsoever
Finally, for fields that contain text like text boxes and multi-line text boxes, there are formatting
controls in the control bar above the page to change font, font size, and font colour, and to
make text bold or italic.

+ Add Invitee ~ Add Form Field ~ @ Add Broadcast Signature
Calibri ~ | 12 - B | I Al B & &8 @ Select All
/ 1 - + =
Mult Line Text Box

No Binding Agreement for Transaction.
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Conditional Logic
With Conditional Logic for form fields, users can create templates that adapt to the invitee’s
responses, showing or hiding relevant and applicable information.

To enable Conditional Logic for a field, first select a field, then check Conditional Logic in the
‘Settings’ section on the left side of the page.

Form Filler NDA
Actions +AddInvitee~  Add Form Field ~ @ Add Broadcast Signat
Select Documents B Calibri ~ | 12 >[([B|I Al | &|& | 8f®a|¢
Settings -4 1 - m
Validtics @ construed in accordance with the laws of !

contracts made and to be wholly performed within such state, with
conflict of laws provisions thereof. The Federal and state courts locat
(state) shall have sole and exclusive jurisdiction over any disputes
way connected with or related to, the terms of this Agreement ¢

consents td personal jurisdiction therein; e e ri¢
j| & Settings x

Mandatory to Fill-in By Invitee 1
Required to Fill-in By Sender
Read Only

Validation rule:

None

Field Length Limit:

Min:

Add a field label:

of this Agre:

(c) Any failu

conveniens or any similar objection.

ement will not constitute a waiver

or any other; provision of this Agreement.

re by either party to enforce the

[J Mandator
% perfo
(] Read Only Juent
Field Label
|

Assign to

Name

[Invitee 1 e

o —
e
Invitee 1 2

Name =

or Type your own

Name

Conditional Logic <

Formula Field

In the pop-up that displays, create the rules for your field using up to 5 conditions. You can
show or hide the field or make it mandatory or non-mandatory based on whether certain
conditions have been met in other fields on the template. The default rule decides if the field
will show and if it will be mandatory if none of the conditions are fulfilled. Once you have
created the rules, click OK to save the conditional logic for the field.

In the below example, the field will show and be mandatory if ‘Checkbox 1’ is checked, or if
‘Checkbox’ 2 is checked, it will show but won’t be mandatory.

Conditional logic for the field

Apply to field Name

Mandatory Show
Mandatory Show

If Checkbox 1 Checked

Checkbox 2 Checked

Mandatory Show

Default action if no rule applies
OFF @ OFF @

Rules Applied
» |f Checkbox 1 Is Checked then set field to mandatory and show
» If Checkbox 2 Is Checked then set field to show

You can click Preview in the template designer to try out any conditional logic you have setup.
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Formula Fields
Formula Fields offers complex calculations and decision-making rules that automate the
signing process, reducing errors and improving accuracy.

To enable Formula Field for a field, first select a text box field, then check Formula Field in the
‘Settings’ section on the left side of the page.

Form Filler NDA
Actions +AddInvitee  AddForm Field ~ @ Add Broadcast Signature % Remove [
Select Documents | 12 = B I A K B & &8 @ OSeectaAl
Settings 1 ¢ m
— construed in accordance with the laws of (state) i !

Mandatory to Fill-in By Invitee 1
Required to Fill-in By Sender
Read Only

Validation rule:
None

Field Length Limit

contracts made and to be wholly performed within s
conflict of laws provisions thereof. The Federal and st:
(state) shall have sole and exclusive jurisdiction ove
way connected with or related to, the terms of thi
consents to personal jurisdiction therein; and (ii)
conveniens or any similar objection.

(c) Any failure by either party to enforce the other pal
of this Agreement will not constitute a waiver of its righ
or any other provision of this Agreement.

uch state, without giving effect to ar

ate courts locatedin

r any disputes arising under, or in ar

s Agreement and Receiving Party: (
aives the right! to raise forum nc

y's strict p

of any provisic

to subsequently enforce such provisic

Qe Total After Tax x
[ Mandatory
[ Read Only
Invitee 1 % Field Label

Assign to

Min: Max:

Add a field label: @

Total After Tax -

or Type your own

Total After Tax

Conditional Logic

Formula Field <"

Invitee 1 v

In the pop-up that displays, you can create the formula that will calculate the value that will
display in the field. You can use the value entered in any other text box field with the Numeric
Only validation rule set, then add to it, subtract from it, multiply it by, or divide it by any number,
or by the number entered in another Numeric Only text box field. You can also add ‘[Tax]’ to the
formula to add a percentage of the sum.

The below formula field takes the values entered in 2 other fields in the template, adds them
together, adds a tax of 15%, then shows the total.

Set formula for Total After Tax

Formula = ltem 1 Cost |+ Item 2 Cost . 15%

f

You can click Preview in the template designer to try out any formula you have setup.

——*n
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Add Broadcast Signature

If you need to send the same template to multiple different invitees at once, instead of sending
the template multiple times, you can add a broadcast signing by clicking Add Broadcast
Signature.

Form Field - @ Add Broadcast Signature Remove -

Ha = [ ] [ 1] L - ¢ oam

Simply place the broadcast signature(s) as needed, then when you are done tagging the
document, save the template.

Broadcast NDA

+ Add Invitee v Add Form Field ~ @ Add Broadcast Signature X Remove Save as Template B Next

Font - Font Size Y B I A | & &| 8 | @ || @SelectAl

1 T
EGURED
Y=

Broadcast
Signature 4

No Binding Agreement for Transaction.

The parties agree that neither party will be under any legal obligation of any kind whatsoever
with respect to a Transaction by virtue of this Agreement, except for the matters specifically
agreed to herein. The parties further acknowledge and agree that they each reserve the right,
in their sole and absolute discretion, to reject any and all proposals and to terminate
discussions and negotiations with respect to a Transaction at any time. This Agreement does
not create a joint venture or partnership between the parties. If a Transaction goes forward,
the non-disclosure provisions of any applicable transaction documents entered into between

Then when you select the template and click Send in the ‘Templates’ tab you will be able to
manually add each invitee, select a previously saved list of invitees if you have used broadcast
signatures before, or upload a spreadsheet containing the details of each invitee. You can
download a sample list to see the format required.

Broadcasting Broadcasting Broadcasting

’ L ]

S pasene Clck ‘A e’ 10 updasd a st of iviees
Selecta Saved Ust St et . Ik nere 10 dawaiad a samgie it

/ -

=

—

EI
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In the next page of the pop-up you can check to save your list for future use and edit some
additional options i.e. signed document name and due date, before sending the document to

the selected invitees.

Broadcasting

/

Check if you want to save your list for future use /

Add/Update the Signed Document Name

Invitee's Name A NDA

Document Name Preview: Invitee's Name NDA

Due Date @

2 Jun, 2026 4:48 pm

Authentication @

Authentication: Email - Pass ' ~

Message o

[ nvitation Email Template

B completion Email Template

Preview Template

)

Once you have added your fields and signatures to your template, you can click the Preview
button to see what it will look like from the signers’ perspective when filling and signing. You
can also click View PDF Version to see what the document will look like when it is signed, with

any form field input you have entered.

+ Add Invitee~ Add Form Field ~ ® Add Broadcast Signature X Remove

~ B I A K| & & &8 @ | Gseectal

1 :

7

R i
Qs

dispues. arising under, or i any
s Agresrnant snd Recaiing Party: ()
waives fhe right 1o raisa forum non

o i
Wiy Connactad with of relaled 1, B I
consents 1o persanal pursdiction tharan
can oogecson

e of any pecvisian

Preview

Taraot. This Agreemon can
g3t whom enforcement of

(c) Any failure by either party 1o enforce the other party's stict performance of any provision

o any other provision of this Agreement.
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Save Template

Save as Template
When you have a document open in the Form Filler template designer, click the ‘Save as
Template’ button to open the ‘Save template’ pop-up.

t Signature % Remaove [B Save as Template @ Next

& Select All Edit

Template Name

Choose a name for your new template. You can also choose a different name for the signed
document whenever you send the template for signing, as well as add any of the invitees’
names to the beginning of the sighed document name.

Save template

Add/Update the Template Name

NDA

Add/Update the Signed Document Name /
G <] o

2} Invitee 1's Name &

Copy as new template

Export form's data to CSV file on completion e

Get a link

Workflow Settings

Edit By @
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Export Form Data to a CSV

Checking the ‘Export form’s data to CSV file on completion’ will create a CSV file containing the
field labels and values entered in all fields each time the template is filled and signed. The CSV
file will be attached to the sender’s completion email.

You can also check the ‘Keep Data’ option, which will save the form data every time the
template is signed, and display it in the ‘Exported Form Field Data’ report in the ‘My Reports’

page.

Save template

Add/Update the Template Name

NDA Revised

Add/Update the Signed Document Name

Invitee 1's Name ¥ NDA Revised

Document Name Preview: Invitee 1 NDA Revised

Copy as new templat:/ \

Export form's data to CSV file on completion Keep Data o

Get a link

Workflow Settings

Edit By @

Geta Link

Create a public form that anyone can sign using a link that we provide to you. Simply enable
‘Getalink’ in the ‘Save template’ pop-up, select ‘Invitee Authentication Type’ (either Email
Code or Email Code + ID Verification), then finally click ‘Save’, and you will be given the link that
will allow users to sign this template.

Save template

Public Link

Add/Update the Template Name

NDA

Copy Public Linkto clipboard, press Ctrl+C.

Add/Update the Signed Document Name

https://ds4u.cc/

a to CSV file on completiol

Invitee Authentication Type:
. Email Code Email Code + ID Verification

Workflow Settings

EditBy @
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Copy as a New Template

This option only displays when you are editing a template you have already saved. Checking the
‘Copy as new template’ checkbox and clicking Save will save the current template with any
changes as a new template, without affecting the original template. Make sure you type a new
name before saving as a new template.

Save template

Add/Update the Template Name

-

Add/Update the Signed Document Name

NDA Revised

Invitee 1's Name = NDA Revised

Document Name Preview: Invitee 1 NDA Revised

Copy as new template ’-

Export form's data to CSV file on completion o

Get a link

Workflow Settings

Edit By @
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For a new template or an existing template, you can choose workflow settings specific to that

template that will apply automatically when sending it out for signing.

To start setting up these settings, click to open the Workflow Settings dropdown section.
Please note that you will first have to enable the features in My Account > My Settings to
enable them here. These features are:

e EmailTemplate — choose a specific invitation and/or completion email template for
each invitee in the template.

e Attachments from Document Library — add documents as attachments to the invitation
email. These documents can be selected from the document library, which you can add

documents to in My Account > My Settings.

e Additional Notification Recipients —add additional notification recipients that will
receive a notification email whenever their selected invitees receive their invitation to

sign the document.

o Additional Completion Recipients — add additional completion recipients that will
receive a completion email whenever signing is completed for the document.

Save template

Add/Update the Template Name

NDA

Add/Update the Signed Document Name

Invitee 1's Name ~ ~ NDA

Document Name Preview: Invitee 1 NDA

Get a link

Workflow Settings

Email Template
Attachments from Document Library
Additional Notification Recipients o

Additional Completion Recipients @

Edit By ©@

Export form's data to CSV file on completion &

“—___

\

B Save
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Allow other admin users in your account to edit the template. Under the ‘Edit By’ dropdown,
search for the admin user(s) you’d like to be able to edit the template by email, select the

user(s), then finally save the template by clicking ‘Save’.

Save template

Add/Update the Template Name

NDA

Add/Update the Signed Document Name

Invitee 1's Name ~ ~

NDA

Document Name Preview: Invitee 1 NDA

Export form'’s data to CSV file on completion @

Get a link

Workflow Settings

Edit By ©

'emplate creator

Admin User

Selected Users

——

Ron Smith (rsmith@gmail.com)

Bob Johnson (bob@gmail.com)

‘ bob@gmail.com

+ Bob Johnson (bob@gmail.com)
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If you need to replace the underlying document in the template but you need to keep the fields
and signatures you have already added, click the three dots under Select Documents, then

click Replace Document.

Form Filler

NDA

Select Documents

Enable Package

Select a folder to save the document

B INBOX

Click Uplead below to upload a document

& Upload

Or select document from your Inbox folders

Select from your Inbox folders >
Or select a saved Template

NDA

Settings

B

o

Font - For

No Bir

The pe
with re

agreec
in thei
discus

not cre
' K Replace Document I e no

le pa
| the
aallc

=3 Share Template
I Delete Template

Warra

In the ‘Replace Template Document’ pop-up, click Upload to select a new document from your
PC, or select a document from your inbox in Secured Signing, then click Replace Template
Document. The template’s document will be replaced, but all your fields and signatures will

remain on the template.

Replace Template Document

Click Upload below to add the document

& Upload ‘
Or select from your Inbox folders (’

Select from your Inbox folders

Replace Template Document with document:
Nondisclosure Agreement.docx
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Share Template

Admin users can share templates with other users in their account. You can share directly from
the template designer while editing an existing template by clicking the three dots under Select
Documents, then clicking Share Template.

Form Filler NDA
Select Documents = Font - For

Enable Package

Select a folder to save the document
B NBOX hd

Click Upload below to upload a document

Or select document from your Inbox folders The pe
with re

Select from your Inbox folders 7 _agreeg
in thei

Or select a saved Template discus
not cre

NDA - Wi ReplacdDocument e no
I «% Share Template | g pd

[the

Settings o @ Delete Template hall

‘ Warra

In the ‘Share Template’ pop-up, select the user you would like to share the template with, then
click Share.

Share Template- NDA

/ Name

lan Johnson

Heath Smith

Now the selected user(s) will see the template in the ‘Templates’ tab in their account and will
be able to send it for signing.
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Delete Template
You can delete an existing template while editing it in the Form Filler designer by clicking the
three dots under Select Documents, then clicking Delete Template.

Form Filler NDA

Select Documents A Font - For

Enable Package

Select a folder to save the document
] INBOX hd

Click Upload below to upload a document

& Upload No Bii

The pz
with re
agreec
in thei
Or select a saved Template discus
not cre
NDA e BV Replace Document (@ NO

=% Share Template |e pa

? | the
Settings [ @ Delete Template ] hall ¢

‘ Warra

Or select document from your Inbox folders

Select from your Inbox folders -

Confirm deletion in the ‘Delete Template’ pop-up by clicking the Delete button.

Delete Template- NDA

Are you sure you want to delete the template?
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Template Management

Overview
In the Templates tab in the ‘My Documents’ page, you can manage your templates and send
them out for filling and signing.

Included in the ‘Templates’ tab is the following:

1.

11.

12.
13.

14.

15.

16.

‘Edit or view your template’ button — open an existing template in the Form Filler
template designer.

‘Replace your template document’ button —replace the underlying document in your
template while keeping the existing fields and signatures.

‘Copy your template to a new template’ button —a

‘Share your template’ button — with other users in your account- available only for
admin user

‘Delete your template’ button - if shared delate for all users

‘Add your template to another pack’ button — Crate a pack and add the template to a
pack, it also remains as standalone template

‘Name’ column — shows the name of your templates.

‘Creator’ column - shows which user in your account created the template.

‘Last Change Date’ column — shows the last time the template was saved.

. ‘Form URL’ column - shows and allows you to copy the public link for templates with

‘Get a Link’ enabled.

‘Export Form Data’ column —will show ‘Enabled’ if ‘Export Form Datato a CSV’ is
enabled for the template

‘Broadcast’ column - shows a tick if the template has a ‘Broadcast’ signature.

‘Add new Pack’ button — create a new template pack that you can add multiple
templates to, allowing you to send those templates together as a package.

‘Send’ button — open the invitation workflow for and send the selected template(s) for
signing.

a. ‘Preview & Send’ button - displays when clicking the arrow next to ‘Send’,
clicking allows you to view the template and make some quick changes before
sending for signing.

‘Create New Template’ button — upload a new document or select a document from
your inbox to open in the Form Filler template designer and create a new template.

‘Add to Pack’ button — add selected template(s) to an existing pack or create a new pack
to add them to.

15 Documents Used Secured Signing Credits 0 Notifications Ohom
NZD $5.00 Left Average Signing Time

Top Up

a L 4 0 ;) °
.,m‘:'_,,, Smart Tags Form Filler Form Direct B Updste

Q. Form Filler Documents Templates Q 2| 0| =
4 Al Templates o Name arm URL @ ExportF... Bm.ﬁl ns
[ Broadcast NDA wo\l oW @ < -
INDA one e
Cinpaz & httpsi/jdstu.co/nz/VuTU. owal< -
|
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Send a Template
Select a template or multiple templates from the list, then click the Send button to open the
invitation workflow pop-up.

Form Filler Documents Templates —r P — a o one =-
4 All Templates + Name A Creator Last Change Date Form URL @ ExportF... Broadeast  Actions.
NDA Package £ NDA Package Bob Smith Jun 05, 2026 04:24 pm < ®
[ Broadcast NDA. Bob Smith Jun 04, 2026 02:35 pm v oW h < -
3 NDA BobSmith Jun 10, 2026 0527 pm oee < -
l DnpA2 Bob Smith Jun 05,2026 0429 pm | g hittps://dsdu.co/nz/VuTU. Cwmd < 5w
- Showing 110 4 of 4 entries

The invitation workflow is where you can configure your desired workflow for the signing
process by changing the signing due date, entering invitee details, and selecting invitees’
authentication method before sending the template(s) for sighing. You can also enable change
the signing order by clicking and dragging the green bar for each invitee Check Invitee.

Invitation Workflow

Due Date ® Signing Order Type @

5 Jun, 2026 10:46 am [ sequential

-~ 7

Video Signing / RON
B Enabie o

Check Invitees
j13@dsx.co.nz Middle Name Johnson

Email - Pass Code

Video Confirmation @

Your invitation workflow may look different, as some additional features that you have enabled
in your account settings will also display here for you to enable for your signing process. These
include features that can be enabled for individual signers like Video Confirmation, SMS
Notification and Face2Face Signing.

Invitation Workflow

Due Date @ Signing Order Type ©

5 Jun, 2026 11:31 am [ sequential

Video Signing / RON

W Enable o

Check Invitees

j13@dsx.conz Middle Name Johnsan

Enable SMS Notification

Once you click Send in the invitation workflow, the first invitee will receive their invitation email.
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Create and Send a Template Pack
You can create a pack of existing templates that you can send all at once by first clicking the
‘Add new Pack’ button and entering a name for the new pack.

INBOX IN PROGRESS SIGNED

Form Filler Documents Templates

4 All Templates

MNDA Package

MNew Hire Pack

www.securedsigning.com

+

\Name

Then select the templates you want to add to the pack, click ‘Add to Pack’, and select the pack
you just created.

INBOX IN PROGRESS SIGNED

4 All Templates
NDA Package

New Hire Pack

Form Filler Documents Templates

Name
1 NDA Package
[3 Broadcast NDA

[INDA

/ [INDA 2

<->

A Creator
Bob Smith
Bob Smith
Bob Smith

Bob Smith

Last Change Date
Jun 05, 2026 04:24 pm
Jun 04, 2026 02:35 pm
Jun 10, 2026 05:27 pm

Jun 05, 2026 04:29 pm

Q | search
Select a Pack to Add §
F sort P¥ Broadcast  Actions

4 All Templates

New Hire Pack

I
NDA Package o omal<|a]m
DG < T -
OWH < T,

Create New Pack
@ httpst

Showing 1 to 4 of 4 entries

Now you can select the pack from your template list and click ‘Send’ to open the invitation

workflow and send the pack out for signing.

INBOX IN PROGRESS SIGNED

4 AllTemplates
NDA Package

New Hire Pack

/

Form Filler Documents Templates

Name
%1 NDA Package
€] New Hire Pack
[ Broadcast NDA
[INDA

CINDA2

<->

A~ Creator
Bob Smith
Bob Smith
Bob Smith
Bob Smith

Bob Smith

Last Change Date
Jun 05, 2026 04:24 pm
Jun 18, 2026 03:40 pm
Jun 04, 2026 02:35 pm
Jun 18, 2026 03:40 pm

Jun 18, 2026 03:40 pm

Form URL @

| httpsy//dsdu.co/nz/VuTU...

Export F... Broadcast  Actions
<|lm
<|lm
v QWH < 5.
SIS

OBa < T m

Showing 1 to 5 of 5 entries
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Smart Tags

Overview

Smart Tags allows you to prep a document for use in Secured Signing outside of our system by
adding the tags directly into the document, also allowing you to reuse the document multiple
times without having to tag it manually each time. Secured Signing’s Smart Tag technology
automates document creation and streamlines the invitation and signing process to enhance
faster document turnaround and better user experience.

For more information about Smart Tags and how to setup a document with Smart Tags, have a
look at our Smart Tag guide at https://www.securedsigning.com/smart-tag-guide.

Upload and Send a Smart Tag Document
After creating a Smart Tag document, you can upload it to Secured Signing by logging you’re
your account and going to the My Documents page, then clicking the Smart Tags button.

N 10 Documents Used Secured Signing Credits
[ NZD $5.00 Left
My Documents \ Top Up here

]
-
Admin Users .y & 2 5 | 53]
Add
Q Documents Smart Tags 1 Sign We Sign Form Filler Form Direct
My Account
>
? m IEMIES IN PROGRESS SIGNED
Signatures
= INBOX / + My Inbox
My Invitations

Nondisclosure Agreement
filll

My Reports

E 1 - 2 of 2 total results. e | « » | »w

Logout

Sample Document

This opens the ‘Smart tags’ pop-up where you can upload your Smart Tag document(s) tick if
you are using ‘Mail Merge’ in your Smart Tag document(s), and you can tick if you would like to
create a package of documents before finally clicking Upload to continue to the invitation
workflow.

Smart tags

1. Upload

Tick if you are using Mail Merge. /
Tick to create a Package - Multiple Documents and Invitees. /

Click 'Add Files' to browse to your smart tag documents (multiple files supported).

S Add Files '

Or select from

¢ 6L a

File: NDA Smart Tags.docx

Jownload Sample Smart Tag Documents
Jownload Smart Tag Guide
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In the Smart Tags invitation workflow, you can check invitee details and additional features that
you setup in the Smart Tag document, and you can make changes before sending it out for
filling and signing. Click ‘Next’ to continue to the next page.

Smart tags

Please check your invitees and recipients

Enable Video Signing

NDA Smart Tags.docx /
Invitees:

1 Matt Johnson

Matt MiddleName Johnson
SMS Notification Authentication: Email - Pass Code -
Review Before Signing Video Confirmation
Send Completion Email Face2Face Sign
2 Nick Smith

Nick MiddleName

SMS Notification Authentication: Email - Pass Code

Review Before Signing Video Confirmation

In the next page of the Smart Tags invitation workflow, you can set the signing due date, and
which folder you would like to put the document in (by default it will go to the top-level ‘In
Progress’ folder). Finally, click ‘Send’ to send the document(s) out for signing, and the invitee(s)
will receive their invitation email.

Smart tags

R N

Due Date 5 Jun, 2026 3:51 pm

Save to a Folder © \ ]

IN PROGRESS
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Form Direct

Overview
Form Direct allows you to send out common forms based on your country that are pre-tagged.
Countries that support Form Direct include New Zealand, Australia, and the United Kingdom.

Supported Forms

New Zealand
e NZIR330 - Tax code declaration
e NZIR330C - Tax rate notification for contractors
e KiwiSaver Combined Optln or OptOut
e Ministry Of Justice - MOJ
e Ministry Of Justice - Standard MOJ
e KiwiSaver Deduction Form - KS2
e KiwiSaver OptOut Request - KS10
e ACC 6231- Pre-employment check

Australia
e Tax file number declaration -TFN
e Superannuation (super) standard choice form

United Kingdom
e PAYE: starter checklist

Sending a Form with Form Direct
To send a form with Form Direct, first make sure you have an account in one of the supported
countries. Then login to your account and click the Form Direct button in the ‘My Documents’

page.

N 12 Documents Used Secured Signing Credits
. NZD $5.00 Left
Wy Documents Top Up here
Add
Documents Smart Tags | Sign We Sign

Admin Users
TEMPLATES IN PROGRESS SIGNED

S @

Form Filler Form Direct

A

2

My Account

&

Signatures

~ INBOX + My Inbox
My Invitations
MNondisclosure Agreement
I_nl
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In the ‘Select your forms’ page, select the form(s) you would like to send, then click ‘Next’ to

continue to the next page in the Form Direct wizard. Please note that the pages and settings on
them will vary depending on which form you are sending.

Secured Signing — Help User Guide www.securedsigning.com

Form Direct

Forms
NZ IR330 - Tax code declaration
KiwiSaver Deduction Form - KS2

KiwiSaver OptOut Request - K!

510
[ ACC Pre-employment check

NZ IR330C

 rate notification for contractors

KiwiSaver Combined Optin or OptOut

MOJ Paid Service (Public)

MOJ Standard Free Service (Public)

\

In the ‘Invite’ page, enter the invitee/candidate details of who you are sending the form to, then
click ‘Next’ to continue.

Form Direct

Candidate

5MS Notification

Face2Face Sign

In the ‘Email Template’ page, optionally enter a personal message to add to the invitation email
or select one of your saved invitation email templates, then click ‘Next’ to continue.

Form Direct

Email Type: @ Personal  Email Template

- . e
Subject:
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In the ‘Setup workflow’ page, optionally change the signing due date and change signer settings
if available, and add required extra information for the form if applicable. Click ‘Next’ to
continue.

Form Direct

Due Date S Jun, 2026 433 pm 2 of—

Employer Information for forms /

Select Creaf lew... - ’

ACC PRE-EMPLOYMENT CHECK

Name

Organisation Hame

Contact Parsan's Name -
Contact Phone Number

Contact Email Address

Signer Type First Name Middie Name Last Name Email Mobile

Candidate Matt Johnson j13@dsconz 6 Video Confirmation r

Finally, in the ‘Review’ page, check your invitee details and optionally edit the name of the
package and choose which folder to save the document to. Click ‘Finish’ to send the form to be

Form Direct
5. Review
SignerType  FirstName  MiddleName  LastName  Email Mobila  Facs2Face
Candidate Matt ohnsan jl3@dscconz 64 B video Confirmation al—
e Matt_jchnson
Due Date Sth Jun 2026, 4:33 pm \_
Save to a Folder ™ N PROGRESS

1

m
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| Sign

Overview
With | Sign, you can upload a single document that only you need to sign, add a signature box,
and click to sign.

Upload, Tag, and Sign a Document

To add a signature box to the document, simply click the Add Signature button. Now you can
place it where you need on the document. You can add as many signatures as you need by
clicking the ‘Add Signature’ button again.

NDA

=+ Add Signature % Remove Signature # Sign

LY | .

N SEEUREP —

| Signature 4

ran

The parties agree that neither party will be under any legal obligation of any kind whatsoever
with respect to a Transaction by virtue of this Agreement, except for the matters specifically
agreed to herein. The parties further acknowledge and agree that they each reserve the right,
in their sole and absclute discretion, to reject any and all proposals and to terminate
dieriiacinne and nanntiatinne with raenact tn a Traneantinn at anv fima Thie Anraament dnac

Before you sign, you can choose whether each signature should sign with your full signature or
justyour initials.

You can also choose which details you would like to display under your signed signature, like
Date/Time, Name, Job Title, and more (you can setup which of these you would like to be
enabled by default in My Account > My Settings > Signature Settings).

Finally, if your document has multiple pages that you need signatures placed on, you can
enable Multi Page Signing, then select which pages to add the signature to.

I Sign
Documents Ej

Signature Settings

Signature Type: o ’——

® Full Initials

Default features: g
Date/Time Name /

Extra features: e

Job Title Reason
Multi Page Signing o
All Pages
Even Pages k
Odd Pages

Page Selection
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Once you have placed all your signatures, click the Sign button to sign them. If you haven’t
saved a signature yet, the ‘Capture Your Signatures’ pop-up will display to save one, otherwise
your signature(s) will be signed instantly.

NDA

+ Add Signature % Remove Signature # Sign

. Bob §mdk.

Sigrad by: Bob Smil

No Binding Agreement for Transaction. Die & Time: 20 May, 2026 16:26:21 MZST

The parties agree that neither party will be under any legal obligation of any kind whatsoever
with reenact tn a Tranzactinn hu virtlia f this Acreamant avrant for tha mattare enacificallv

You can download/email a copy of the signed document immediately, otherwise you can
download/email it later from the Signed tab in ‘My Documents’.

+ Signing Completed

This document has been signed successfully.

It has been moved to your "Signed’ folder where you can

download or email it

The document will be remaoved after 7 dy ‘
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My Documents

Overview

In the ‘My Documents’ page you can upload and organize your documents, start sending
documents for signing, track and update the signing process, see your signed documents, and
more. Here is a basic overview of the ‘My Documents’ page:

1. Account Details — some account details display at the top of the page, such as:
a. Documents used/documents remaining.
b. Secured Signing credits left, with a link to top-up.
c. Notifications.
d. The average signing time between sending documents out, and them being
signed completely.
2. ‘Add Documents’ button - opens a pop-up to upload documents from your PC or from a
cloud storage provide for use in Secured Signing.
3. Secured Signing Apps buttons - buttons to start using one of our apps, such as:
a. |Sign-sign adocument yourself.
We Sign - invite others to sign.
Form Filler — create a document template.
Smart Tags — upload and send documents with smart tags.
Form Direct - send select pre-tagged forms.
Notary (RON) — send documents for Remote Online Notarization.
g. Notary (IPEN) - send documents for In Person Electronic Notarization.
4. ‘Inbox’ tab - documents that have been uploaded to your account but not sent for
signing yet.
5. ‘Templates’ tab —includes your template list and allows you to send or manage
templates.
6. ‘In Progress’tab - shows documents that are currently in progress.
7. ‘Signed’ tab — shows documents that have been completely signed.
8. ‘History’ tab — shows documents that have been removed from the system after being
deleted manually, expiring, or being moved automatically 7 days after signing.

-0 a0

BEG_EPEP 16:11 9HelpUserGuide ©RON QuickStart 7 Book Free Training & Take a Tour Enroll In Free Notary Class

\oeount Status: Pai = L
. 15 Documents Used Secured Signing Credits 0 Notifications 0hOm
] Lol Average Signing Time
My Document Top Up her
D
.- m Nu‘“’ L m ‘

3
,..

My Acco
\a‘ r[MmAT[s m PROGRESS SIGNED. HISTORY
Signat.
= * ‘NEOX oy My Inbox %y sample
y invitatio 2026 04:10
Assigned Jobs (0) Mondisclasure Agreement Jun 04, 2026 04:10 pm Lrtamm
Wil Documents (0) . .
— NDA Jun 03, 2026 0515 pm taam
e
& ampie Document May 26, 2026 02:30 pm tacm
- 1-3 of 3 total results - PR
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Add Documents

Upload Documents

You can upload documents to Secured Signing from your local and network disks (2) or select a
document from you preferred cloud storages such as Dropbox or Google drive or One Drive (3).
You can redirect files to be saved in appropriate folder in your Secured Signing folder (1).

Upload Documents

Save to a folder o Upload files for signing

e IMNBOX - & Add Documents E

Combine your selected files into one document

Or select from

L &6 a
©

In case you are logged in to Secured Signing and you already in specific folder the added
document will be saved in that folder.

To add documents from Google Drive and Drop Box you must establish the connection and
connect Secured Signing to be able to pick document from your preferred cloud storages.

Once document uploaded you can select what to do next

Upload Documents

Create Reusable Templateiin
FormiEiller:Designer,
Complete

TFN-Demo.pdf /’ _ ‘ o ,77‘
Ty
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Secured signing support multiple file upload, press upload, browse to file location and hold the
Ctrl key in your keyboard to select multiple file

Once uploaded you will see this popup

Upload Documents

Complete

100%

Employment agreement-Demo... | |"
Seven Test - letter of of... | |
© T _7 pledocx | |

Select which file you want to start signing process or go the Inbox to select document or create
a package

Combine documents
Sometimes you have few documents in PDF, MS Word or in other file formats supports by
secured signing and you need to combine all to one document that needs to be signed.

Upload Documents

Save to a folder Upload files for signing

B INBOX - & Add Documents o

{ Combine your selected files into one document q

Or select from

$ & a

Just tick the combine option in upload popup enter the new (combine) document name and
upload multiple documents to be combined.

In term of document counter in combine mode, if 3 documents uploaded to be combined to
new document name, the counter will count this process as 3 documents.

The upload order set the page order, file that selected first in upload process will be first
document/ first page to appear in new document/ combine document.
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Document Folders

Many customers asked us for a way they can better organise their uploaded documents across
our tabs.

By Clicking on ‘+’ next to Inbox you can create new folder. Admin user and any other users in the
account can create folders as required for their needs. Each of these folders are for personal
use by each user.

m IN PROGRESS SIGNED

“ INBOX + My Inbox

Customer A
MNo Documents

Customer B

HR. Department
IT Department
Legal Doc

Payroll Department

The document in the folder will change Tab location based on the signing process. First it will be
in Inbox Tab, once sent for signature the document will move to In Progress Tab, once the
document has been signed it will move to Signed Tab.

Clicking on the menu bar next to folder name you will be able to:

e Create subfolder

o Rename folder name

o Delete folder — it must have no documents in this folder in all documents status tabs
e Move to-you can move the folder to another folder

e Share with —only Admin user can share folder with other users in your account.

4 INBOX +
Customer A
=4 MNew Subfolder
5 Rename
®  Delete
4 MoveTo
‘W Share With

You can move document from folder to folder, just click on the folder icon in the grid and move
it to the new location
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B S lﬁr@

Mowve to:

F]

INBOX
Customer A
Customer B
HR Department
IT Department
Legal Doc

Payroll Department

If there are multiple users in your account, admin users can share folders with other users by
selecting the folder you want to share, clicking the ‘More options’ button or right clicking the
folder, then clicking Share With.

“ INBOX ==

Customer A

&=  MNew Subfolder

7 Rename
®  Delete

4 MoveTo
' Share With

Now select the users in your account you want to share with. In the next popup, tick the box
next to the name and save changes, the folder colour will change to notify you it is a shared
folder.

The shared folder will appear in the folders list for all users in the account. Only Admin user can
delete a shared folder but only when it is empty and has no documents in this folder.
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Document Directory Share With

First Name Last Name

ShareOne Test

ShareTwo Test

How Does Shared Folder Work?

e Anydocumentthatis uploaded by any user to the shared folder will be visible to all
Account’s users.

e Auserwho sentthe document for signature becomes the document owner.

e After the document has been sent for signature it will be moved to In Progress Tab and
will be visible for all account’s user.

e Inthe Progress Tab, there are number of action icons, any user will be able to use one of
these actions. However, the delete function will only be available for document owner.
Other users will be able to supervise and oversee the sighing process.

Actions

n =

[
E
|
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Inbox
In the ‘Inbox’ tab you can find the documents that have been uploaded to your account but not
sent for signing yet.

From here you can open documents in | Sign or We Sign, delete documents, and organise
documents into different folders.

History
On the removal document Service, we will save the document in encrypt cloud storage for long-
term archiving. The document will be accessible in the history tab.

When using 3™ party cloud storage services, Secured Signing have no control, and no
responsibility for the content, privacy policy, or practices of any cloud storage. By enabling this
service, you acknowledge and agree that we shall not be responsible for any damage claims or
other reliability arising from or related to your use of the cloud storage service

To switch this function on please login to your Secured Signing account -> My Account -> My
Settings -> switch Secured Signing Cloud storage to on -> Update My Settings

My Deta”s My Details My Plan My Billing mw‘ly Email Templates

]
My Documents ¥ My Settings 22 Branding # Api Settings  E5ID Check  [\Notification
(]
-
0
My Users H o
#- o Update My Settings
My Account
Signature Date Format 22 Oct. 2017 A
=
My Invitations Maximum Signing Due Date 2 Week -
~
G Default Due Date 7 days
Logout
Display Name Common Name A Mike110 Eyal110

Form Filler templates scope User A

Delete Form Filler templates Nothing selected A X Delete Template

Branch Name

Account Ref.
Signing Order Sign Al (® Sign One by One

Soecured Signing Cloud Storage e

Preferred Cloud Storage ° OFF @

A new Tab wills appear in your My Document page labelled History

IN PROGRESS SIGNED HISTORY
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By Clicking on the History Tab, you will be able to see all removal documents. Please keep in
mind that any document removed manually by document owner will also appear in the history

Tab.

O
My Documents

a

My Users

e

My Account

My Invitations

]

Logout

My Documents

ACTIVE DOCUMENTS II HH’

= AR

Document Folder:

I ||o Date Created: | Select Date Range & October 1, 2017 - Octaber 31, 2017 +

Document Owner

Document Name

Date Created

Oct 15, 2017 08:17

Qct 12, 2017 09:36

Oct 11, 2017 17:05

Oct 10, 2017 17:56

Oct 10, 2017 09:10

Qct 9, 2017 16:39

Last Sign Date

Oct 15, 2017 08:17

Oct 11, 2017 17:08

Oct 10, 2017 17:56

Oct 10, 2017 10:27

Qct 9, 2017 16:40

Status
Signed
Signing
Complete
Signed
Complete

Complete

Actions

Select the folder you are after and the date range you are looking for. You will be able to view
and download the document.
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Admin Users

Overview

In the Admin Users page, admin users in a Secured Signing account can add new users and
edit or remove existing users in their account. They can also manage their saved invitees here
and can manage both active and history documents. This page is called My Users for non-
admin users, and they have access to many of the same features with some exceptions that will
be stated in this section of the user guide.

My Users

Users

In the Users tab, admin users can see all users in their account and edit them by clicking Edit
for the user and then change them to an admin user or non-admin user or change their job title
and company hame.

Admin users can also remove non-admin users by clicking Delete for the user. The only way to
delete another admin user is by first editing them and changing them to a non-admin user. If the
user being deleted has any active documents, the admin user must select another user in the
account to transfer them to.

Admin users can also add new users if they have enough users available in their plan by clicking
Add New User.

Non-admin users can see themselves only and can edit their own job title and company name
by clicking Edit.

Both admin and non-admin users can search for invitees they have previously invited to sign
and delete them by clicking Delete Invitees. Deleted invitees will no longer display to be auto
filled when adding an invitee to a document.

My Users [UZVESE My Documents My Reports My Notary Queue

My Dacuments
ﬂ INVITEES WITNESSES NOTIFICATION RECIPIENTS

Admi
/ Delete Invitees -

20
g

My Account
Full Name Email Address Company Name Job Title Last Login Time User Type Edit Delete

Heath Smith Jjackson.bartell@securedsigning.com Secured Signing Designer May 21, 2026 12:32 Admin

Bob Johnson Jj2@dsx.co.nz Secured Signing Tester Jan 29, 2026 09:45 User

. Show rovs:

«%’ E

im g
2R
A
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This tab allows admin users to see the invitees that all users in their account have invited to
sign, as well as the logs for the documents that each invitee was invited to sign. Non-admin
users can only see the invitees that they have invited.

My Users
b

My Documents

= \

My Account
Invited By
=
Myviations | R Heath Smith
[l Doc Name
My Reports mn
G Bank Details
e kY lan Johnson

Show rows: [10_v]

Witnesses

MyDocuments My Reports My Notay Queue

s USERS. WITNESSES NOTIFICATION RECIPIENTS
Admin Users

All Users

Invitee Name Email Address
Matt Johnson

Last Signed Date

Yet to Sign

Yet to Sign

Nick Smith

~| Select Date Range & May 01, 2026 - May 31, 2026 ~

® [Scarch Invitee Q

Last Login Time

Mar 15, 2024 10:11

Status Log
0of 1 Signed View Logs z
0of 1 Signed View Logs

Mar 15, 2024 08:11

This tab allows admin users to see the witnesses that all users in their account have invited to
sign, as well as the logs for the documents that each witness was invited to sign. Non-admin

users can only see the witnesses that they have invited.

My Users
[

My Documents

MyDocuments  MyReports My Notary Queue

& USERS INVITEES NOTIFICATION RECIPIENTS
Admin Users

u ~

My Account
Witness Name
&
My Invitations Q Matt Smith
|l Doc Name
My Reports NDA
G Q Nick Johnson
Logout

Show rows:[10 ~]

All Users

Email Address

Doc Owner Last Signed Date

Heath Johnson Yet to Sign

| Select Date Range #801/05/2026 - 31/05/2026 ~ @ [Search Witness

Last Login Time Invited By

Yet to Login Owen Johnson
Status Log
Meting Scheduled View Logs

Yet to Login Paul Smith

N

Notification Recipients

This tab allows admin users to see the saved notification recipients in their account and allows
them to edit their details by clicking Edit or remove them by clicking Delete. They can all add a

new notification recipient by clicking Add New Notification Recipients. Notification recipients

added here can be added to a signing process when sending a document, and they will receive
a notification email when their invitee receives an invitation email.

‘WITNESSES NOTIFICATION RECIPIENTS /

My Users
[
My Documents

adminvsers | W

USERS, INVITEES

8|

© [Search Recipient Q

My Account
Is Default
=z Full Name Email Address Company Name Job Title Last Login Time Is Default  Reviewer Edit Delete
My Invitations
Matt Smith j17@dsx.co.nz Apple Manager Yet to Login No No Edit Delete
Iﬂ Nick Johnson j18@dsx.co.nz Google Designer Aug 11, 2025 12:17 No No Edit Delete
My Reports /
a WW
Logout
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My Documents

Active Documents
In the Active Documents tab, admin users can monitor and manage all users’ currently active
documents.

The following actions are available for admin users to monitor and manage active documents:

e Viewthe document.

e Viewthe document log.

e View sent emails for the document.

e Verify sighatures on the document.

e Checkthe signing status of the document.
o Extend the signing due date.
o Manage completion recipients (if account setting is enabled).
o Schedule/reschedule a video signing meeting.
o Update invitee details.
o Sendreminder emails.

e Delete the document.

e Check the signing completion certificate.

My Documents My Users My Reports My Notary Queue

i \
My Documents
a ACTIVE DOCUMENTS HISTORY

o U
AllUsers v Folder: BB DateCreated:  Select Date Range £ May 01, 2026 - May 31, 2026~ Q o

Name Date Created Last Sign Date Status

1an Johnson NDA May 25, 2026 03:25 pm Not Signed 0of 1 Signed

History

In the History tab, admin users can see all users’ documents that have been deleted or
completed, or that have expired more than 7 days ago. If Secured Signing Cloud Storage is not
enabled in account settings, the following actions are available for the documents:

o Viewthe document log.

e View sent emails for the document.

e View the signing completion certificate.

e View the notary journal (for RON/IPEN documents with Electronic Notary Journal

enabled).
e Viewvideo signing info (for documents with video signing enabled).
My Documents My Users MyReports My Notary Queus
h \
g m
= o w  Folder. BB DateCreated:  Sglact Date Range B201 May, 2026 - 31 May, 2026 ~ Q®
; . Document Owner Document it Name Date Created Last Sign Date Signing Status Actions
]
My Invtations [ | Adam Smith Bank Details May 25, 2026 16:09 May 25, 2026 16:11 Complete
-
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If Secured Signing Cloud Storage is enabled in account settings, documents are saved to the
History tab 7 days after being signed and the below additional actions are available:

e Viewthe document.

o Remove the document from cloud storage.

e Sign the documentin I Sign.

e |nvite others to sign the document in We Sign.

Please note that the additional actions are only available for documents that were completed,
not for documents that expired or were deleted.

My Documents My Users My Reports My Notary Queue
(] w

My Documents
& ACTIVE DOCUMENTS
Admin Users

Document Owner Document Name Date Created Last Sign Date Signing Status Actions

AllUsers v Folder: | Sclect o Folde @8 DateCreated:  Select Date Range & Jan 01, 2026 - Apr 30, 2026~ Search History D Q'

tions Heath Smith NDA Feb 12, 2026 13:41 Mar 4, 2026 09:10 Complete i
EY

My Reports Showing 161 to 170 of 417 entries
¢t 1213 e s /awa 19020 21 .42

My Reports
Clicking ‘My Reports’ in ‘Admin Users’ takes you to the ‘My Reports’ page, which is discussed in
the ‘My Reports’ section of the user guide.

My Notary Queue
The ‘My Notary Queue’ page in ‘Admin Users’ is discussed in the ‘Queue Document
Management’ section in the user guide.
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My Account

My Settings

My Settings

Display Name

To setup the display nhame in email invitation and instructions popup during signing process,
login to you Secured Signing account -> My Account -> My Settings -> Display name -> change
as needed, customised you can enter any display name -> Update My Settings. The defaultis
common name - last and first name.

SiBranding  fApiSettings  ED Cheek  [iNotifieation

Signature Date Farmat

Maximum Signing Due Date 4 Week

Default Due Date.

Display Name.

Form Filler templates scope

Delete Farm Filler templates

Preferred Cloud Storage

Secured Signing uses Personal PKI Digital signature technology. As this technology allows for
the document validity to be verified by any PFD reader, we do not keep your sighed documents
in Secured Signing for long term archiving.

For long-term archiving you can setup to save the sighed document in your preferred cloud
storages such as Google Drive or Dropbox. Once the document has been signed in either | Sign,
We Sign, Form Filler, and Form Direct the sighed document will be saved in your preferred cloud
storage. After 7 days from when the document has been signed it will be removed for your
Secured Signing account and an email notification will be sent out to document owner.

To set up your account with your preferred cloud storage login to Secured Signing, My Account -
> My Settings -> Switch Preferred Cloud Storage -> select one of them and press connect ->
once connected press update My Settings.

My Details My Details  MyPlan My Billing My Email Templates

Ny EEETES 2=Branding  FApiSettings ESID Check  [\Notification

y Accoun
Signature Date Format 22 0ct, 2017
]
i Maximum Signing Due Date 2Week
G Default Due Date 7 days o
Logou
Display Name Common Name - Mike110 Eyal110
Form Filler templates scope User
Delete Form Filler templates Nothing selected - % Delete Template
Branch Name
Account Ref.
Signing Ordler SignAll @ Sign One by One

Sgeured Sigring Cloud Storage o @

Preferred Cloud Storage © @ & Google Drive %3 Drop Box
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Video Confirmation

Secured Signing's video confirmation of the identity of the signer complements the inherent
authenticity and reliability of PKI digital signatures, to provide unchallengeable proof of who
signed the document. The video recording captures the signer performing gestures specific to
the document and recorded in the document log. The location and password for the
confirmation video are contained in the sighed document. The tamper proof mechanism of the
digital signature ensures the video confirmation details cannot be altered without invalidating
the signature.

Video confirmation provides the highest confidence in the identity of the signer.

By Default, Video confirmation is available for all your signing processes. If you wish to switch it
off, go to My Account My Settings.

Add Video Confirmation to the signing process. Signer can use iOS and Android smart devices
or tablets or Chrome or Firefox browsers.

Preferred Cloud Storage o OFF @

Video Confirmation id

Please tick which invitee are required to complete Video confirmation in Invitation workflow.

Invitation Workflow

Due Date i Signing Order Type o

29/10/2017 10:34 am Sequential

Li]

Document Negotiation Effective Date >

Additional Notification Recipients o Additional Completion Recipients o >

Check Invitees

_ EAEdit Completion Email I EAEdit Invitation Email I &= Select Attachments I

info@securedsigning.com Stu Wood
Enable SMS Motification Enable SM5 Authentication
. - . " .9
Enable IDCheck Review Before Signing Video Confirmation

Face2Face Sign
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Or in Form Direct select video confirmation

Form Direct
4, Setup workflow
oD 29/10/2017 10:37 am =]
Signer Type First Name Last Name Email Mobile
Candidate Stu Wood Video Confirmation

Please note, video confirmation provides extra security and assurance level. It provides
additional evidence as to who was behind the device / keyboard in the signing process which
will help in case of future dispute.

The document owner will be able to access and watch video from signed folder.

INBOX IN PROGRESS ‘HH =' HISTORY

Q  orgi o 10~ E~
4 SIGNED + Name Status Last Signed ¥ Actions
ABC Company 0O Complete Oct18,20170221p.. i |=|v|[=2/e = w22
Client A i} Complete Oct 18,2017 0219p... MA|=E v B2 @7 @B L2
-
) Complete Oct 18,2017 01:49p.. M |=|v 22 o w22
[ Sh 1to3of3

> . . c “ "

< > » Videos Confirmation Detail ouing Lo Ser enries

Invitee: Stu Wood -> hitps:// > [Password:
n

The signed document will have an additional page with video confirmation details.

Anyone who holds the signed document is able to access the video.

Video Confirmation

Invitee: Stu Wood, Video URL: https://« , Password:
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Opt-Out Option

In case the signing process must have video confirmation, you can now set at the account level
whether or not invitees are allowed to opt-out of video confirmation and continue to sign
without capturing a video.

To make video confirmation mandatory;

Go to My Account -> My Setting -> Set ‘Opt-Out Option Enabled’ to Off, meaning they are NOT
allowed to sign without video confirmation.

FISIS IS SV S YT

Video Confirmation o Opt-Out Option Enabled

Face2Face Signing
At times, the invitee will sign document when they are physically next to document owner or
needs to visit the company’s branch. In F2F process no emailinvitations are sent out.

To improve security a SMS code will be sent to each invitee to access the document and initiate
the signing process.

Please be sure you have SMS credit, you can buy SMS credit in My Account -> My settings.

To setup F2F in your account go to My settings and switch to On Face2Face signing.

Preferred Cloud Storage © OFF @

Video Confirmation o

Share With Users

Face2Face Signing

Send SMS Notification o

The F2F signing process / link can be shared with any Secured Signing Paid account users. To
set it up click Share with Users, it can also be done later during the F2F invitation process.

Preferred Cloud Storage

Video Confirmation @

[ Face2Face Signing Share With Users ]

L]

Send SMS Notification

Shared With User ‘

Email First Name

Accounti®Ownerd
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In We Signing Process, add invitee and tick F2F, email address is not required. However, if you
enter an email address the signed document will be sent to invitee upon completion.

Enter your invitee details

Wood|

Face2Face Sign

We Sign workflow invitation popup please enter the invitee mobile phone and select who you
want to share the link with. You can add more paid account users to share with in this popup

Invitation Workflow

Due Date o Signing Order Type e

29/10/2017 1:18 pm Sequential

Document Negotiation e Effective Date

[i] Li]

Additional Notification Recipients Additional Completion Recipients

Check Invitees

Email Stu Wood

Enable SMS Notification I Enable SMS Authentication

Enable IDCheck Review Before Signing Video Confirmation e

Face2Face Sign Share With
Share With User

N
R

Page 109 of 183


http://www.securedsigning.com/

®
ECURED
? W) Secured Signing — Help User Guide www.securedsigning.com

Document Owner / Account owner can access F2F signing process for this document from in
progress tab and clicking on F2F icon

INBOX

IN PROGRESS I SIGNED HISTORY

Q| Search 2 10+ =

4 IN PROGRESS + Name Start Date Due Date ' Status Last Signed Actions
ABC Company [[Sample Document Oct 22,2017 01:22 p... Oct 23, 2017 0118 p... OoflSigned Not Signed A=Ev i g@@cm

To access the document and sign invitee needs to provide the SMS code sent to his mobile
phone.

Shared User in the F2F will receiving email notification to access this process. Invitee will get
SMS code to access document and to sign.

Shared user can login in F2F portal https://www.securedsigning.com/Face2Face/Login with his
Secured Signing user ID and password.

m B B

&

Name Due Date ¥ Status Last Signed Actions

Oct 29, 2017 01:18 pam. 0 of 1 Signed Not Signed A= v

Once click sign SMS code will be sent to Invitee Mobile Phone.

The F2F portal enables you to have a Tablet or Desktop at your office or reception. Invitees who
are visiting your office can sign at the kiosk style process. The document owner is not exposing
their desktop’s data to any Invitee for signing.

F2F in Form Direct process tick the F2F for invitee, enter Mobile phone and share with other
paid Secured Signing account.

Form Direct
Candidate
Stu
Wood
SMS Notification u SMS Authentication
Mobile Number =. -

Face2Face Sign m
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Send SMS Notification

Secured Signing supports sending invitation link by SMS and email. Short link will be sent by
SMS for invitations and reminders.

To set it up login to My Account -> My Settings

Preferred Cloud Storage 9 oFF @
Video Confirmation i
Face2Face Signing Share With Users
[ Send SMS Notification & }
WeSign Process Buy SMS Credits

Invitee Authentication Type SMS

@ Buy SMS Credits
Invitee Allows Decline [

The SMS link is protecting by a security code. Invitee can initiate the signing process from the
SMS and complete to signing process from their mobile phone. Internet access is required.

)

Invitee Authentication Type
You can find the setting for that in My Account —> 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

a [ Email - Pass Code
e Password

SMS
ID Verification

KBA

KBA + ID Verification

SMS + ID Verification

SMS + KBA

SMS + KBA + ID Verification

TSRS,

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.

Email / Passcode

Emailinvitations 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 2V NOTTICATION -

. Password must change every 90 days
WeSign Process .

cenn - [i]
Invitee Authentication Type { Password - ] [D Password Policy Eﬂfor(ed}
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SMS

Multi-factor authentication- The invitation is sent to the invitees’ email and once they click on
the link to access the document an SMS code is sent to the invitee’s mobile phone. The Sender
must enter the invitee’s mobile phone number during signing process setup. SMS has extra
cost, look to our pricing page for SMS pricing. SMS Authentication — 2 Factors authentication

For added security, we offer the option of 2 factor authentications for signing. The system will
send both an email invitation for signing and SMS code that is required to be entered for signee
to access the document and sign by SMS. This method of 2 factors authentication is building
better delivery and more secure channels.

To enable 2 factor authentications, login to your Secured Signing account -> My Account -> My
Settings -> change the invitee authentication type to SMS.

Face2Face Signing
Send SMS Notification @
WeSign Process Buy SMS Credits
Invitee Authentication Type SMS -
@ Buy SMS Credits
Tnvitee Allows Deciine (D)
Invitee Allows Reroute
SMS Auto TopUp @
Additional Notification Manage Recipients
Recipients Auto TopUp 100 5MS . I ©
Additional Completion Manage Recipients

Recipients

From now on every invitation sent out, document owner will require to include invitee mobile
number. Invitee needs to enter the security code sent by SMS, to access the document and
begin the signing process.

The SMS sending actions are added to the Audit Log / Document Log with SMS successful sent
or not, includes invitee mobile humber.

Cocument Log for " Sample Document'

. | WeSign Process Complete on 22 Oct, 2017 at 041710 p.m. (GMT +13:00)

«  Stu'Wood Signed Document on 22 Oct, 2017 at 041710 p.m. (GMT +13:00)

¢« Secured Signing SMS sent to Stu Wood [info@securedsigning.com] Mobile Mumber 64
- Successfully on 22 Oct, 2017 at 04:16:52 p.m. (GMT +13:00)

+  Stu'Wood Acknowledged the receipt of the document as an Invitee on 22 Oct, 2017 at
04:16:50 p.m. (GMT +13:00)

. | WeSign Invitation email sent to Stu Wood [info@securedsigning.com] fc

ame: Sample Document on 22 Oct, 2017 at 04:16:25 p.m. (GMT +13:00)

* Started WeSign Process [Sequential: Off] on 22 Oct, 2017 at 04:16:21 p.m. (GMT
+13:00)

* | Invited St Wood on 22 Oct, 2017 at 04:16:21 p.m. (GMT +13:00)

. | Sample Document Created on 22 Oct, 2017 at 04:15:45 p.m. (GMT +13:00)
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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
governmentissued ID and then takes a selfie. The selfie image is compared to an extracted
photo from the identity document such as a driver’s license or passport to verify a 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.

ID Verification Settings
Setting in My Account -> My Setting

eal
Invitee Authentication Type ID Verification v
‘ Allow Authentication Type Change

ID Verification Settings: Number of Attempts @ One Two ] e
Data First Mame -
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 KBA ID Verification

Data

ID Verification Settings: Number of Attempts @ One Two l 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
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Signer / client need to capture / scan good quality picture of Government ID, sometimes the
image is not meeting the standard to analysis due to cut image’s edges or finger blocking
some of the ID data.

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

To access 2™ attempt signer will have a button in same page notification ID Verification failed
Try Again Button

In case both attempts failed in ID Verification signer / client can’t access RON / Video Signing /
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?

INBOX TEMPLATES IN PROGRESS SIGNED HISTORY

Q o w0~

IN PROGRESS + Name Invitees Start Date Due Date v Status Last Signed Actions

+ @ Draft Not Signed

+ Draft Not Signed
Draft
Meeting Sch... Not Signed

. Meeting Sch... Not Signed

[ Sample Document Mar 29, 2021 09:18 p.... Apr 05, 2021 09:18 p.... 1D Verificatio.

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?
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ID Verification failed - continue anyway?

-e \

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

signing anyway?

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

—

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 ID
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.
WeSign Process
Invitee Authentication Type ID Verification -
ID Verification Setting: Matching ‘ First Name hd |

IfNotMatch @ ‘ |

If Not Facial Match __No Match

OFF @ Middle Name

Enable ID Verificat| Last Name

Signer’s Date of Birth
1D number

1D expiry Date

You can also decide if you want to continue the signing process if the data doesn’t match or
stop the process. In either case the sender receives an email notifying them about the
mismatch. This same process applies to the Facial match, if the face of the signer doesn’t
match the picture on the ID, or the selfie picture quality is poor. Signing process can stop or
continue, sender will get email notification in unmatched case. A good score for Facial
matching is about 80 points.
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WeSign Process

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

Enable ID Verification Link in Signed Document

Alink to ID Verification results can be embedded on the sighed document to build trust and
everybody can be sure the signer’s identity was checked and matches the provided ID.

This process can set be up on the fly per signing process in the 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 e LORRAIN If not Match @ Continue Stop
If not Facial Match @ Continue Stop Add link to |D Verification in signed document
Video Confirmation o Face2Face Sign

Part 4

Add a page to signed / notarized document with a link to access video recording and Video ID
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Knowledge Base Authentication — 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
principal’s identity and personal history. In order to pass, the principal must answer 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.
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Invitee Allows Decline

Decline & Continue signing in package

Many sighing 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 but won’t be able to sign this document 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. Don’t
forget to press update my settings at the top of the page.

: . 1 o
Invitee Allows Decline Package signing process STOD % Continue

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

l Decline Information .

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

Select a decline Incorrect pricing / guantity b4
reason

S Or type a decline

reason

DECLINE CANCEL

Click "Decline’ to confirm your decision

We’ve also 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
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Decline email notification

The default settings for a declined process is that the document owner will receive an email
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

N i}
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.

Additional Notification Recipients
Secured Signing supports additional notification system, to notify additional people of the
signing process, even when they don’t need to sign at all.

For example, additional notification recipient can be your manager who should be notified the
contract has been sent for signature, possible you want to add you manager as a reviewer or
notify the legal team at the completion of signing process.

To set it up login to your Secured Signing account -> My Account -> My Settings -> Switch on
Additional notification recipients and additional completion recipients in We Sign and Form
Direct as needed.

Invitee Allows Reroute

SMS Auto TopUp @
Additional Notification
Recipients

n Auto TopUp
WelSign)
Additional Completion _
Recipients

Manage Recipients

Manage Document Library

Document Library
(Attachments)

Upload From PC (Attachments)

45 Seconds - | Buy Document Negotiation Credits

@ Buy Document Negotiation Credits

Document Negotiation Auto TopUp

Review Before Signing

Document Negotiation
(44 credits remaining)

Enable Effective Date

Form Direct

Enable public forms

ACC 6213 Edit Employer / o Test -

Recruitment Agency Info

Auto TopUp

Additional Notification
Recipients

Manage Recipients

Additional Completion
Recipients

Manage Recipients

Document Library
(Attachments)

Manage Document Library

Upload From PC (Attachments)
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Click manage recipients

Save changes?

Secured Signing — Help User Guide

You will be redirected to My Users Page to manage

additional notification recipients. Have you saved all

changes on this page?

Save changes and go to manage recipients

Click on the blue button to manage or add new additional recipients.

| USERS INVITEES WITMESSES

Campany Name

Secured Sigring Ltd

SSLTEST

Add New Notification Recipient

Title: e

This field is required.

This field is required.

Is Default

Is Default Reviewer

|-
:

UserType  Edit

Search Recipient

= Is Defautt
Default  Reviewer  Edit

T § § % %

www.securedsigning.com

The notification portal provides notification recipients with an 'at a glance' overview of the
signing progress. This includes document details, signing status and the date of last action
along with options to drill down to see document content and the document log.

Action buttons are also provided to review and sign the document where appropriate. You have
complete visibility of progress without the need to contact the document owner for updates.

IN PROGRESS SIGNED

HISTORY

Narme
& sample Document
MName
Mike
Stu Wood
@ sample Document
Name

Stu Wood

Due Date
Oct 29, 2017 03:44 p.m.

Oct 29, 2017 0342 p.m.

Email

¥ Status

0of 1 Signed

00f 1 Signed

Last Signed

Not Signed

Not Signed

Showing 1 to 2 of 2 entries
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Adding additional recipients is a great way to keep people who aren’t signing the document up
to date with the signing progress. Notification recipients have visibility of the signing process
from the start.

In We Sign process

Invitation Workflow

uuuuuuuuuuuuuuuuuuu Enable SMS Authanticstion
o
Enable IDCheck Review Befors Signing. Video Confirmation

Facedfsce Sign

In Form Direct
Form Direct
Due Date 29/10/2017 3:21 pm i
Additional Notification Recipients o Additional Completion Recipients o
3 Enable 1 Selected Enable

Signer Type First Name Last Name Email Mabile

Candidate Stu Wood Video Canfirmation

Additional Recipient is receiving email notification notifying them when the signing process has
begun. They can login from email or directly from the notification portal at
https://www.securedsigning.com/Recipients/Login

The document can be signed at the notification portal if the invitee provides the document
access code.

Adding one or more reviewers to your signing workflow captures the approval of a manager or

advisor in the document log. Reviewers are invited to read and approve or reject the document
before the signing process starts. Including reviewers in the signing workflow removes manual
pre-approval processes and ensures the signing process starts the minute approval is granted.

Select Notification Recipients
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The reviewer will receive an email notification to review the document first.

Review can be set at the document level and at the invitee level reviewer can login from the
notification portal to review many documents at
https://www.securedsigning.com/Recipients/Login or access from email notification.

If the reviewer approves the document, then the signing process will continue. If the reviewer
has declined the document, the document owner will receive an email notification and the
signing process will stop.

The reviewer will be able to review document at notification portal

m B

HISTORY

Q S w1 =
Nam Due Date v Suw Last Signed Actions
8 sa 0of 1 Signed Mot Signed A= v
Email

" \:I

Sty Wood not yet
@ sample Document Oct 29, 2017 03:42 p.m. 0 of 1 Signed Not Signed AE v

. Showing 110 2 of 2 entries

Additional Completion Recipients

Completion recipients receive a copy of the completion notification including a copy of the
signed document.

In We Sign Process

Invitation Workflow

Due Date ®

29/10/2017 315 prr

Document Negotiation

Additional Notification Recipients

Enable

Check Invitees

Signing Order Type ©

Sequential

° Effective Date »

info@securedsigning.com stu Wood

Enable SMS Notification

Enable SMS Authentication

Enable IDCheck Review Before Signing Video Confirmation
FaceZFace Sign
Form Direct
4. Setup workflow
Due Date 29/10/2017 3:21 pm []
Additional Notification Recipients o Additional Completion Recipients °
Enable [ nable View/Manage 1Selected
Signer Type First Name Last Mame Email Mobile
Candidate Stu Wood Video Confirmation
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Attachments
At times the document owner will need to add additional attachment to email invitation, most

likely these attachments are marketing flyers of polices or guidelines. You can do it with
Secured Signing at no extra cost.

You can add to email invitation one off document from your desktop or upload these files from
document library to every invitation, simply select from the list.

First enable document library in My Account -> My Settings

Additional Notification Manage Recipients
Recipients

Additional Completion Manage Recipients
Recipients

Document Library Manage Document Library
(Attachments)

Upload From PC (Attachments)

To manage and upload documents to document library click mange document library.

Smart Tag & Form Direct Document Library

°
File Name File Type |Number @ lCategDry p Last ified On
Secured Signing - . o
NZBAI OO pCL Marketing 23/06/2017 09:22:11 Y - x|

Case-Study- N o
Digital-Mabile PDF 100 Marketing 23/06/2017 09:21:57 Y = x|

Showing 1 to 2 of 2 entries < >

1. Upload new document to library

2. Enter unique 3 digits number to identify the document in the library, and then you will be
able to use itin Smart Tag process.

3. Use category to group document in a group. You can select the group from smart tag.
4. Maintenance for existing documents in the library, download, replace, and delete.

In We Sign process

Invitation Workflow

Due Date @ Signing Order Type ®

29/10/2017 241 pr Sequential

Document Negotiation @ Effective Date

Additional Natification Recipients @ Additional Completion Recipients

Check Invitees

s Conieion st I S

Sty

Enable SMS Authentication
Upload Additional Attachments

(One off) Raview Befors Signing Video Confirmation
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In Form Direct process, first be sure in the My Account -> My Settings it is on

Document Negotiati
Enable public forms

ACC 6213 Edit Em|:||c)yer/e Test - m

Recruitment Agency Info

Auto TopUp

Additional Notification OFF @
Recipients
Additional Completion OFF @
Recipients

Document Library Manage Document Library
(Attachments)

Upload From PC (Attachments)

Select the forms and the documents attachment from appropriate list.

Smart tags

Please select any additional attachments All Invitees Use Same Attachments
Attachments Upload Additional Attachments
) One o
O Marketing ( f)
Secured Signing - NZBAI (Walid format: pdf, doc, docx, Max size: 3MB, 1 file
Case-5Study-Digital-Mobile for each upload, can upload many times.)

& Add Attachments

And then send.

Form Direct

1. Select your forms 2. Invite 3. Email Template 4. Setup workflo 5. Review

Forms Attachments Upload Additional Attachments

CMarketing
Secured Signing - NZBAI

Case-Study-Digital-Mobile
(Valid format: pdf.doc.docx, Max size: 3MB, 1 file for
each upload, can upload many times)

B Add Attachments
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In Smart Tag you can tick the attachment next to invitee

Smart tags

Please check your invitees and recipients

SmartTagSample.docx

Invitees:
1 Stu Wood Attachments
SMS5 Notification SMS Authentication
Enable IDCheck Review Before Signing Video Confirmation
Send Completion Email Face2Face Sign

Then select the document from document library and press next

Smart tags
Please select any additional attachments All Invitees Use Same Attachments
Attachments Upload Additional Attachments
. One o
O Marketing ( )
Secured Signing - NZBAI (valid format: pdf, doc, doex, Max size; 3MB, 1 file
Case-Study-Digital-Mobile for each upload, can upload many times.)

& Add Attachments

To automate this process from the smart tag, please have a look at our Smart Tag Guide at
https://ds.securedsigning.com/support/demo-assets/Smart%20Tag%20Guide.pdf
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Review Before Signing
If you need to ensure a document have been reviewed before signing, now you can with our
review before signing capability.

To set it up in go to My Account My settings and enable review before signing.

Upload From PC (Attachments)
Review Before Signing * | No wait -
MNo wait
Document Negotiation
(44 credits remaining) 15 Seconds
30 Seconds
Enable Effective Date 45 Seconds
Form Direct 1 minute
2 minute
Enable public forms 2 minut
minute
ACC 6213 Edit Employer / 5 minute
Recruitment Agency Info

Review Before Signing is on additional process that can be added to the signing process. The
signer needs to wait some time before can scroll to bottom of the page and press continue.

If you select ‘no wait’, it means invitee can scroll down at any time and press continue.

This process is added to document log /document audit log which acknowledges the invitee
has read the document.

Tick the Review before signing in Invitation workflow for each invitee which requires it.

Check Invitees

Stu Wood EAEdit Completion Email I EAEdit Invitation Email I B Select Attachments I

Stu Wood
Enable SMS Notification Enable SMS Authentication
. N . R
Enable IDCheck Review Before Signing Video Confirmation

Face2Face Sign
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Signing process — Invitee will read the following popup instructions to read and scroll down to
press continue

P*

lease read

_| There is a waiting period before signing, during which we invite you to scroll through the
document and carefully read each page.

Once you have read and understood the terms and conditions of the document, click the
continue button located at the bottom of the page, which will allow you to proceed with
the signing process.

QK

—

The most common selected wait time is 30 secs.

e Improve customer satisfaction

e Trusted digital signatures (PKI)

e Legally binding signatures

e Promote a Green business environment...

Thank you for choosing Secured Signing as your preferred digital signature

enlikinn

Document Name: Sample Document

YOU CAN CONTINUE IN 34 SECONDS.

Invitee reads and ready for next step will press continue or disagree and will press decline. It
will stop the process and notify document owner by email

Document Name: Sample Document

In the document log you will be able to see when the invitee has reviewed the document before
signing

Document Log for "Sample Document™

X Frocess Complete on 22 Oct, 2017 at 11:21:09 a.m. (GMT +13:00)
« _StyWood Signed Documenton 22 Oct 2017 3t 11:21:09 a.m (GMT +13.00}
Stu Wood Reviewed contents of the document on 22 Oct, 2017 at 11:20:51 a.m. (GMT +‘13:UU}]

s  Stu'Wood Acknowledged the receipt of the documentto review on 22 Oct, 2017 at 11:19:18 a.m.
(GMT +13:00)
. VeSign Invitation email sent to Stu Wood [info@securedsigning.com] for doc name:

Sample Document on 22 Oct, 2017 at 11:17:25 a.m. (GMT +13:00)

. Started WeSign Process [Sequential: Off] on 22 Oct, 2017 at 11:17:24 am. (GMT
+13:00)

' Invited Stu Wood on 22 Oct, 2017 at 11:17:24 a.m. (GMT +13:00)

. Sample Document Created on 22 Oct, 2017 at 11:14:00 a.m. (GMT +13:00)
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Document Negotiation

Secured Signing provides a complete document workflow from negotiation, review and through
to secure digital signing. Including document negotiation as part of the signing workflow is a
quicker, more secure, and simpler way to finalize the details of your agreement. The seamless
transition from negotiation to signing ensures the agreed document is signed without delay.

The process has 2 steps. First an approval stage, once all parties approved the document in the
same approval round, the second digital signature stage will start to seal the document with the
signatures.

First enable document negotiation in My Account My Settings - > and buy Credit.

Each document negotiation process has a cost

Upload From PC (Attachments)

Review Before Signing No wait + | | Buy Document Negotiation Credits
Document Negotiation -m

(44 credits remaining) o (z] Buy Document Negotiation Credits
Enable Effective Date

In We Sign for one document (doesn’t support document package) process invite 2 or more
invitees to sign online. In the invitation workflow popup please tick document negotiation, be
sure you have credit. The process will be sequential, initiate by pressing send.

Invitation Workflow

Li} 1]

Due Date Signing Order Type

29/10/2017 10:19 am Sequential

Document Negotiation o Effective Date v
Enable (44 credits remaining) Enable
Additional Notification Recipients o Additional Completion Recipients o >
Check Invitees
1. Mike . EAEdit Completion Email I E4Edit Invitation Email I S Select Attachments IA
Mike
Enable SMS Notification Enable SMS Authentication
Enable IDCheck Review Before Signing Video Confirmation e
]
m EAEdit Completion Email I E4Edit Invitation Email I S Select Attachments I
Stu Wood ™
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Invitees will be able to access the document negotiation process from the email invitation as
normal.

Invitees will be able to:

Add Text - Additional text can be added and positioned in the document as required.
Strikethrough - Text that needs to be excluded from the agreement is marked up with a
strikethrough.

Footnotes - Notations and other comments can be included as a footnote with a
reference placed against the relevant part of the agreement.

Add a Page - There is no limit to the additional clauses or paragraphs added to the
original agreement. Additional pages can be appended as required.

Save - The signer can save the changes made to the document at any time and return to
the document review by again clicking the link in the invitation email.

Send to Advisor - Each signer may choose to also refer the document to an advisor for
their changes and comments.

Approve - Once all the required changes to the document have been made, the revised
agreement is approved to submit to the other parties for review and approval.

e ——————

Sample document only

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)

H 2JADD PAGE [BISAVE CHANGES =2SEND TO ADVISOR X DECLINE

For more information, please watch the following videos:

1.

Adding Document Negotiation to signing process
https://player.vimeo.com/video/234259693
Invitees participating in document negotiation
https://player.vimeo.com/video/234260249
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Effective Date

The legal industry needs to enter contract effective date after all signers signed. Entering
effective date can be done by account owner or by inviting the lawyer to enter it at the end of the
signing process.

The lawyer or account owner have 7 days to enter the effective date once the signing process
has been completed. Signers will receive email completion after the effective date has been
entered.

Set up your account to enable effective date in My Account My settings.

Enable Effective Date

In We Sign process just tick enable effective date in the invitation popup and press send.

Invitation Workflow

Due Date o Signing Order Type °
29/10/2017 1:49 pm Sequential
Document Negotiation ° v
Enable (0 credits remaining)
Check Invitees
Stu Wood
1

Lawyer Test - Effective Date Stamper |

Lawyer Test

Invitees will sign; once signing process has been completed Lawyer Test will receive email
invitation to enter effective date.

The link in the emailinvitation will take the effective date stamper to a special process. Adding
Effective Date stamp allows anywhere on the document.
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with our signing online solution offering a number of great benefits for your
business:

¢ Sign in seconds
e Save time and resources

e |mprove customer satisfaction
e Trusted digital signatures (PKI)
e Legally binding signatures

Document Name: Sample Dociment BT, = =250 (72015 1=

Then stamping by entering the effective date.

Ssgpngn
Beg

Click to Stam
Sample document only g” <

Please enter Effective Date

Effective Date: 22/10/2017

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

Document Name: Sample Document JRTIVI\ /2222 2ai\ 420413

After done all signers will receive email completion.

Account Owner can stamp / add effective date from signed folder after all signers have signed.
He has 7 days to do so. However, because the effective date is not part of the We Sign process
all parties will receive email completion once signed process has been completed regardless of

the effective date process.

@ -

Effective)Date Q| se
+ Name Last Signed ¥ Actions
[ Sample Document Complete Oct 22, 201/ U20tp
[ Sample Document Complete Oct 22, 2017 11:21 a.m.
[ Acceptance of Quotation_Signed Complete Oct 21, 2017 09:18 a.m.

Please keep in mind the effective date is a digital signature field with a signature. This way it

ensures all remaining signatures are valid.
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Disable Recognition of PDF Form Fields

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 field’s position and 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

Then adjust and or add more fields to the document. Then enter the invitee’s signature block
and press next

We Sign
N
- Actions + Add Signature  Add Form Control v @ Add Broadcast Signature X Remove Control B Next
My Documents
°
— Select Documents B 1 -
My Users
oy Settings o a
My Account
Validation: @
=
Required Read Only cuenT nave Pl
My Invitations o] 4
G Add a field label: @ 4
1We have plaasure Dated
Looout Select a Label - ‘ 4 | 4 ‘ 4
ogou ING DATE DATE
or Type your own |
I ] = ] o |
I ] oATE You ARRIVE AT oEsTINATION |
AooRess IS | ]
|
PHONE HOME p] o | ] wome | P
recumeD wQ e STORAGE PERIOD ATICIATED

Secured Signing recognises the following form fields types:

e Textbox
e Multi line filed
e Check Box

e Radio Buttons
e Drop down fields with the values
e Date
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Signature Settings
Setup signature properties within the We Sign process.

[ ]

Ay Documents
]
-

Admin Users

o]

My Account
MI
My Invitations

Wil
My Reports

&

Logout

We Sign

Actions

Select Documents

Settings

& -

Signature Properties:

Signature Type: @

@ Full

Signature Capture Format: o

@ E Signature

Defautt features: @

Date/Time

Extra features: o

Job Title

Witness: o

“+Add Witness

Multi Page Signing o

Initials

Secured Signing — Help User Guide

Sample

=+ Add Invitee's Signature ~ A

v

Scanned Signature

Name

Reason

Save as Default

Or from My Account -> My Setting -> Signature Setting

My Details ~ MyPlan My Billing m My Email Templates

[ ]

My Documents
o
-

Admin Users
My Account
MI
My Invitations

Lahl

My Reports

&

Logout

My Settings

£+ My Settings |  Signature Settings

Signature Properties

Signature Type ©

Signature Capture Format

Default features @

e

Extra features

Reason

e

IZBranding  FApiSettings [ Notification @ Domain Authentication

® Full Initials
® E signature Scanned Signature
Date/Time Name

Job Title Reason

Save as Default

www.securedsigning.com

Once saved as default, all new WeSign process signature will have the same setting. Setup the
Secured Signing platform to meet your signing needs.

Reason

In case invitee needs to enter the signing reason, they can select from a list or enter their own.

Build your customised list of reasons using this setup screen.

Reason

Reasons @

Is Default Reason

Iam the author of this document

T am approving this document

I attest to the accuracy and integrity of this document

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

I agree to specified portions of this document
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Invitee will see this during the signing process

- Signing Requirements -

b
Marketing Department has requested the following details for the signing process
Reason
Select a reason I AM THE AUTHOR OF THIS DOCUMENT hd
| 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
sC | agree o 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 onlv.

If “is default” selected (ticked) only this reason will appear for invitee to press OK in order to
sign.

Reason

Reasons. o Is Default Reason

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

Invitee will see this popup while signing. Press ok in order to sign

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

CAMNCEL ﬂ

T"ﬂﬂl’ AT el "'nr r-hn..nr;nrr c.ﬂfl lrﬂA :iﬂﬂiﬂﬂ ac vwAnre nrn'Fnrrn.r‘ f‘iﬂ;"‘ﬂl r‘lﬂn':l"‘l mre
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Pop-Up Type
You can configure how the ‘reason for signing’ pop-up is displayed. You can select what text will
be shown, select from option A or option B.

Copign @ @ 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 according to my role or
&
CANCEL ﬂ
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:

e Font-Signer’s names in predefine handwritten font

e PC Mouse - Draw Signatures with the mouse.

e Uploadimages — Upload graphical signatures images

e FAX-Printthe Fax form, sighed, and Fax it to Secured Signing system, signature images
will extract form the fax form and attached to Signer’s profile.

e Mobile ePad - Extend desktop signatures capturing with your mobile phone, use the
smart phone as an ePad.

Signature Capture Options

[i] . - [i]

@ Link

Signatures Font [ Mouse [ Upload Fax | [ Mobile ePad SVS|ZelLett)

Full Signature

Mobile © Fent Only @ Draw on glass ]

Save
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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.

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
mobile’s phone browser.

l

Signatures

Signatures Font Mouse Upload Fax Mobile ePad

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

Click 'Start' to continue

|

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

]

With SMS:

Signatures

Signatures Font Mouse Upload Fax

Mobile ePad

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

- =2

enter verify code: G816

Session will time out in 3 Dseconds.
Full Signature

Initials
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With a link:

Enter the link in the mobile’s phone browser.

Signatures

SIGNATURES FONT MOUSE UPLOAD FAX MOBILE ePAD

Capy the link 1o your mobile browser:

dsdu.cq

www.securedsigning.com

In both options you will be asked to enter 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:

e Sign without saving their graphical signature images, next time they sign, will be

required to capture signature image again.

e Save and Sign, means the graphical signature image will be saved in Secured Signing.
You won’t need to capture your signature again. Of course, you can delete your
signature at any time by click My Signature -> delete signature.

Signatures

Signatures Mouse Mabile ePad

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

N
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Branding
URL Redirect Branding

As part of your signing page branding and email branding, you can now redirect any
invitees/signers on a document/s completion to your website in order to provide full company
branding. This setting can redirect signers to any page you choose and is ideal for providing
further instructions for signers after a document has been signed, or building tracking system
based on the chosen page.

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

£+ My Settings # Signature Settings =2 Branding #ApiSettings  EID Check L Notification @ Domain Authentication

WeSign Branding Email Branding
= WeSign Branding &=  Email Branding
Customize your WeSign branding ‘Customize your branding
Enable/Disable WeSign Branding OFF @ Enable/Disable Email Branding 0FF @

URL Redirect Branding

%  URL Redirect Branding

Redirect invitees to your website after signing

Enable/Disable URL Redirect

In order to be able to set up URL Redirect Branding you need first to setup domain
authentication.

URL Redirect

securedsigning.com - Demo

Enable Auto Redirect After 5 seconds (recomn ~

After 5 seconds {recommend)
After 10 seconds

After 20 seconds

After 30 seconds

After 45 seconds

After 1 minute

Immediately ( no wait)

Enter the page you want to redirect to, and choose how long they remain on the signing
completion page.

Once done click save.
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Notification

Secured Signing supports email completion set up. You can select which party will receive
email completion and who will not.

Also, you can define if they email completion notification will include the document attachment
or not.

To do amend the settings for email completion notification, login to your Secured Signing
account -> My Account -> My Settings -> Notification -> enable email completion then to set
who is entitle to receive completion email and whether it should be with or without attachment.

My Details MyDetails  MyPlan My Billing mN‘yEmswl_ampales

MyDocuments| @My Settings  S2Branding S Api Settings  E5ID Check E
°
-
My Users e
£ o] o Update Notification Settings
My Account
~ Enable email removal notification o @
My Invitations
G { Enable email completion notification 0 }
Logout Enable Download Link for Signed Document if document file size is more than 10 MB
Email Attachment
Document Owner e
e
Additional Completion Recipient
Enable email reminders

Due Date 7 days (change Default Due Date in "My Settings")

At time the signed document will be very large its possible many email services will block
sending email with large attachment.

My Details : m

OMySettings  TBranding  FApi Settings  E5ID Check

Otherwise you might not want to send sighed documents as attachment in email for security
reason.

For the above reasons we offer the option to have a link included in the completion email which
will take you to download the file. Rather than having the sighed document as attachment.

To action this, In My Settings select file size to any size, every email completion will have the link
to download.

A security code for download the signing document will be provided in the email completion, To
download the document enter the passcode in the email or the SMS code you received before
to access signing process.
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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 — Domain Authentication - Press Add Domain

855“:,*,‘%?'3 11:08 9 Help User Guide 7 RON Quick Start & Take a Tour

- o

©MySettings  #Signature Settings  lVideo Signing  2Branding  FApi Settings [ Notifieation @ Do entication & Motary B Notary Queue & Remote Certificate 1 Account Security

= DKIM: Create a CNAME record for sslkey. domainkey.securedsigning.com with this value:
L

lkey.dkim. securedsigning.com

SPF: Create 3 TXT racord for securedsigning.com with this value:

v=spfl incudesspl securedsigning.com -all

Or if the SPF recard is already existing for securedsigning.com, please merge this inta the record value:

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

SPF: Create a TXT record for your domain with this value: v=spf1
include:spf.securedsigning.com -all

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

Page 140 of 183


http://www.securedsigning.com/

ECURED
DSipe

Secured Signing — Help User Guide www.securedsigning.com

Signature Templates

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 invitee’s details and press send. This saves you 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

Signature Templates

My Details ~ MyPlan  MyBiling My Settings My Email Templates SRV ISR e o

[ ] (5" 4ew  [sove | eDelete |

My Documents Current Template Name il |
Template:

. P!

-
Admin Users Actions
My Account Documents Ei

[

Select a document from your
Tnhay 2c 3 samnls

My Invitations Na daciiment calartad

How to design

Signature Templates

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

] £
My Documents Current o 15t Page 2 Signatures Default template Share With Account Users ew  [Bsave  XDelete
T late:
a == u Marketing Department (i ]
Sales Department (sale@securedsigning.com)
SR iR Actions + Add Invitee's Signature~  Add Form Field = % Remove
My Account Settings o | First Page A I
e e e e —
= ~ i g
§ _Ezcun;o
My Invitations . ~
o Invitee
il =
Signature 1 | Last Fag
My Reports Signature Properties: £
—CYecuRED
G Signature Type: e 8
Logout @ Fun Initials
o Signature 2 "
Signature Capture Format:
Scanned 7
Simnatura Simnatiura

How to build your Signature Template:

Select a document from your inbox.

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

2. Add asignature and set the signature properties on the left. If require you can add
witness at this stage.

3. Tickto set this template as a default

4. Click Save

5. You can also share the template with other users in your account. Don’t forget to click

save
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Important Signature Template rules:

o 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

e 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.

e If Signature position should appear in all pages regardless, you need to select multipage
signing all pages and tick all pages.

- lnvitee
Signature 1 P
Signature Properties:
< : e
. i) &
Signature Type:
Full @ Initials
Signature 2 “
Signature Capture Format: e
®c Scanned
Signature Signature
Default features: o
Date/Time Name
Extra features: @
Job Title Reason
Witness: @

+Add Witness

Multi Page Signing6

@ Al Pages

How does it work?
For We Sign — 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 O0h2m
E Left By more S here Average Signing Time

My Documents

El o
e £ L 1 ] 0 o
Add
o Dociments Smart Tags LSign We Sign Form Filler Form Direc & Update
m IN PROGRESS SIGNED HISTORY

INBOX + My Inbox

1 Move to snother folder [[EEIRIRREIS

w Sample Document May 12, 2018 08:53 p.m. LA Tam

Invitation Workflow

Due Date e Signing Order Type o
19/05/2018 913 pm Sequential
Check Invitees
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.
. S v
Video Confirmation
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You will then be prompted to only enter your invitee’s email address and name before pressing
send.

For We Sign - Package

Select the document in the package and press select a signature template

9939 Documents Left 2948 SMS Left 2 Notifications Oh2m
E By o SUS e Average Signing Time

& °
Adnin s 2
15 i

s m Weookess sonto wston

NECK + My Inbax Sefec a Sgna
- v °

- 1o s s | @ Crne Vs Paciage SRS
Vs 0o o May 12 2018 016 0m. tavam
il . Sampée Document May 12 2018 0853 pm. 2atiam
Invitation Workflow
A Package 2 Invitees 5 Documents
- (i ]
Signing Order Type
Sequential
~
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.

You will then be prompted to only enter your invitee’s email address and name before pressing
send.
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Signatures

Overview

Clicking the Signatures button in your Secured Signing account opens the ‘Capture Your
Signatures’ pop-up, where you can see your saved signature, delete it, and save a new
signature.

Capture a Signature

Font
Select one of 4 different fonts with your name written out for your full signature, and your initials
foryour initial signature.

Capture Your Signatures
SIGNATURES n MOUSE UPLOAD MOBILE EPAD

Heabn Smmite. H §

hedh Soith B S =

Heath Serth H

Hea""[-\ Sv-m'HC—\ H S

Mouse
Draw your full signature and your initial signature with your mouse.

Capture Your Signatures

SIGNATURES FONT m UPLOAD MOBILE EPAD

Please draw your full signature with your mouse in the space below
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Upload
Upload images of your full sighature and your initial signature.

Capture Your Signatures

SIGNATURES FONT MOUSE UPLOAD FAX MOBILE EPAD

Upload Signature Images

(Mazx. file size - 300 KE)

Please select two images (Full Signature and Initials) before uploading.
Multi File selection available.

Es-Add File

Fax
Download a PDF, print it out and sign in the provided spaces, then fax it back to the appropriate
listed number.

Capture Your Signatures

SIGNATURES FONT MOUSE UPLOAD “ MOBILE EPAD

Fax Signature Capture
Click here to download a PDF form to capture your signature
Plea?zr'lnt the PDF form, sign in the spaces provided and fax back to the appropriate listed number.
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Mobile ePad
Get a link to open on your mobile device, where you can draw your full signature and your initial
signature.

Capture Your Signatures

SIGNATURES FONT MOUSE UPLOAD FAX MOBILE EPAD

Copy the link to your mobile browser:

el dsdu.cc/

Enter verify code:
Session will time out in 775550»’\ s.

Full Signature

Draw your Full Signature in 50 seconds

W CLEAR NEXT

Delete Saved Signature
Login to Secured Signing, click the Signatures button on the left side of the page, then in the
‘Signatures’ tab of the ‘Capture Your Signatures’ pop-up, click the Delete Signatures text.

Capture Your Signatures

SIGNATURES FONT MOUSE UPLOAD FAX MOBILE EPAD

Full Signature

Heattn Smitin

HS

Delete Signatures
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My Invitations

Overview

In the My Invitations page, you will see a list of the documents you have been invited to sign.
From here you can see details such as who invited you, the start date, the meeting date for
video signing or RON, and more. You can also access the document and sign from here.

Access a Document

If you have been invited to sign a document or a package of documents and you have a Secured
Signing account, you can access the document(s) by logging in and going to the My Invitations
page, then clicking the Sign button for a document. To see the Sign button for a documentin a
package, you will first have to click the # icon.

My Invitations

Invited By Start Date Meeting Date Due Date v Status Last Signed Actions

8o
2zl gl
g g
2
3
H
2z
H
3
H
fel
o
i

Batch Sign Multiple Documents

If you want to sign multiple documents with a single click, go to the My Invitations page, select
at least 2 documents, then click Batch Sign. You will be asked to capture a signature if you do
not have one saved, and then all documents will be signed at once. Note that you cannot select

documents that contain fields for batch signing, as you need to access the document to fill the
fields.

My Invitations

Document Name Invited By Invitees Start Date Mesting Date Due Date
[~} ‘_p ment Package May 2
[T . ey 2

’ H

Last Signed Actions

Mot Signed

]

r
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My Reports

Admin users can run reports about all users within the account. Standard users can only run
report for their own documents and activity.

Overview
This is a global view of:

e Total Documents

e Totaldocument signed

e Total SMS sent

e Total Users inthe account (available for admin user only)

e Completion rate and success rate of signed document

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

e Documentvolume in last 12 month.

e Completion time in last 12-month, time to complete signing process

My Reports -

Dashboard current

41

L \ ot
&
56%

Document Volume 12 mont Sl Completion Time in Hours

Current Status

A quick look at the current number of documents per user in each signing stage; in the inbox, in
progress, and completely signed.

My Repcrts Overview Activity Report
: / o
& A N\ N
) ) Full Name Email Address Company Name Inbax In Progress Signed
o an Johnson Secured Signing 5
My Account Heath Smith Secured Signing 184 1
#
M
y Invitations
il
e
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Activity Report
Filter this report by date to get a quick summary of the number of documents per user that have
been uploaded or submitted through Form Filler and Form Direct, the number of documents
that have been deleted, and the number of documents in each signing stage; in progress and
completely signed.

My Reports " . Rl ctivity Regort
i
= \ A N
§ - Full Name Email Address Company Name Uploaded Form Filler Form Direct
o lan 4 Signing
Rl | o o ured Signing
r 4
B -
=
shil
n
Reports

www.securedsigning.com

2028 - My 31 21 7 \ Q

Signed

4

Run reports, filtered by date, per user or for all users (available to admin users only), and export
to a spreadsheet or PDF.

You can select a report from the ‘Reports’ dropdown, select a date range and choose which
user(s) to see the report for, then click ‘View’ to generate the report. Select ‘pdf’ or ‘xlsx’ from

the ‘Export’ dropdown to export the report to your device.

The currently available reports are:

My Documents

Admin Users.

My Account
&
Signatures
=
My Invitations
Wl
My Reports

~

User Report

Invitee Report

Document Report

Activity Report

Expired Documents Report
Witness Report

SMS Report

Detailed Documents Report
Email Bounce Report
Upload and Submitted Documents Report
Electronic Notary Journal
RON Cost Summary
Exported Form Field Data
Signed Completion Report

My Reports Overview Current Status Activity Report ‘.‘
Reports:  User Report v Choose User: Al Active Users

R

~ | Select Date Range: {8 May 01, 2026 - May 31, 2026 ~
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Enterprise Admin Portal
Video Signing Settings

To enable Video Signing for all users in enterprise account go to Settings.

u
email Branding [l We Sign Granding

Details

Memberships

Enable Video signing and be sure the video recording storage is in the right region for you.

Enable/Disable Video Signing €@ v

Video Recording Storage us >

v

Enable/Disable Recording Archive Storage

Video Signing allows you to have all in one, digital signature and video call (Audio and Video) in
one platform. You can use it to sign any document type based on the legal requirements of your
country.

Video signing supports from 1 up to 50 participants.

Video Signing Browser Support; please use the latest version in each browser:

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

You can invite guests who are not needed to sign but can support the signer in the video
meeting.

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

Video signing’s cost is on top of the document usage and users plan.
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eNotary
Enable eNotary in the admin portal for a selected user who is acting as an eNotary

Dashboard
Details

& Memberships
Accounts
Invitees
Reports

Billing

Select the user and they will get an email notification to set up their account for eNotary use.

Details
eNotary for Accounts
Memberships
10 v records Search:
Accounts
Invitees Enabled/Disabled Company Branch Name User Name User Email
Settings
] st o
Reports
Showing 1 to 2 of 2 entries < 1
Billing

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 Signing’s APl or a manual entry process, the scheduler enters the data and
assigns it into a queue. A pool of your company’s notaries can pick up the assignment or you
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 queue
for pick up by another notary.

Notary Queue Set Up
Enterprise account (unlimited number of users/notaries) plan can setup unlimited queues and
can assign available notaries to the queue.

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.
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Dashboard

Details

Accounts

€mail granding | we sign Branding

£ Notary Queue Management
Invitees /
settings

Reparts

ailling

Details.
Notary Queue

You can assign RON / Notary Pracess to a Notary Queue. Notaries part of this Queue are able to assign themselves these pending jobs.

& memberships

Accounts Incase your Secured Signing account has more than ane Notary, you can create queues and assign the notarization job to a queus or Notary.

& Notary Queue Management

witees

Settings
Queue Name Auailable Notaries @ Selected Notaries

Reports, After Hours - 0
(Cl select All (Clselect all

———— Jobs after 5:00 PM EST
.

il

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!

Dashboard = Notary Queue Management Membership

Details Notary List Notary Queue Creation Date

o rehi ALL NOTARIES = ALL NOTARY QUEUE i £ DECEMBER 1, 2022 - DECEMBER 31, 2022 v m
Accounts \‘ \ ’

~ records Search:

= notary Queue Management i

invitees 4 Mame Creation Date Last Signed Date. Status Queue Name Assigned To

sample -1 Dec 05, 2022 06:58 p.m. - Mesting Scheduled After Hours. TMEVideo Test nE“
— NDA BCP - SIGNED D2c05, 2022 06156 . . siging ter Hours ot assigned oog
Billing 3pages Dec 05. 2022 06:36 pum. Signing After Hours Not Assigned nEn

Showing 1 ta 3 of 3 entrles «

settings
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Invitee Authentication Type
You can find the setting for that in My Account —> My Settings

Document security access has several authentication types. Invitee/ signer needs first to pass
the authentication type in order to access signing process and view the documents that need to
be fill-in and sign.

WE SIGN

Invitee Authentication Type EMAIL - PASS CODE &
Email - Pass Code

Invitee Allows Decline Password

SMS3

nvitee Allows Reroute Enterp
1D Verification

SMS + 1D Verification

AddAditinanal Matificratinn Dariniante [ |

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

Video Confirmation itis additional way to know who was behind the device at the signature
moment

Email / Passcode

Emailinvitation or reminders are sent to the invitee with a passcode to access the document.
The invitee needs to click on the email link and enter the pass code contained in the email. This
is the basic authentication level using the email address of the invitee to confirm their identity.

Password

Invitee is required to create a Secured Signing password that meets the Secured Signing
password policy’s requirements. The first time the invitee creates the password they can use it
in subsequent signing processes. If the password policy is enforced, the password needs to be
replaced every 90 days.

WE SIGN Password must change every 90 days

Invitee Authentication Type PASSWORD v Enforce Password Policy @ []

SMS

Multi-factor authentication- email invitation is sent to the invitees’ email and once they click on
the link an SMS code is sent to the Invitee’s mobile phone. The sender enters the invitee’s
mobile phone number during the invitation process. SMS has extra cost, look to our pricing
page for SMS price.

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
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photo from the identity document such as a driver’s license or passport to verify a 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.

Secured Signing enhances the ID Verification process by creating a strong link between the ID
and the document. You can create a matching process, so that some data should be part of the
ID presented for the ID Verification process. You can select what parameters you want to match
with the ID.

WE SIGN

Invitee Authentication Type EMAIL - PASS CODE &=

Email - Pass Code

Invitee Allows Decline Password

SMS
nvitee Allows Reroute Enterf
1D Verification

SMS + 1D Verification

AAdditianal KMatifiratinn Darciniantc [ |

You can also decide if you want to continue the signing process if data doesn’t match or stop
the process. Either way an email notification is sent to the sender to notify them aboutthe
mismatch. This same process applies if the Facial process doesn’t match the picture on the ID,
or selfie picture quality is poor. The sighing process can stop or continue, and the sender will
get an email notification in the selfie and ID do not match. A good score for Facial matching is
about 80 points.

WeSign Process

Invitee Authentication Type 1D Verification -
ID Verification Setting: Matching First Name -
{lf Not Match @ Continue Stop }
[If Mot Facial Match @ Continue Stop }
OFF @

Enable ID Verification Link in Signed Document

A link to ID Verification results can be embedded on the signed document to build trust and
everybody can be sure the signerchecked the identity of the invitee.

These settings can set up for for each signing process in the Invitation workflow popup
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Invitation Workflow

Due Date @ Signing Order Type @
Nov 1, 2020 9:02 am Sequential
Video Signing v
Enable
Check Invitees
it
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 o Face2Face Sign

Knowledge Base Authentication
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
principal’s identity and personal history. In order to pass, the principal must answer 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.
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User Grouping

The hierarchy structure for an Enterprise accountis:

Membership - Company Name

4

Group - Head office

4

Sub Group - Finance

\ 4

User 1
User 2
User 3

Membership level is the enterprise account for a company or a brand.

You can have more than one membership account for each of your brands or companies within
a group of companies.

To add more membership accounts please contact Secured Signing Support.

Once a membership has been created you can now build accounts (your users in the company)
and group them create to a group. You can also create subgroups, with users included in
multiple groups and subgroups.

For example, create a group called Head Office and then sub groups such as Legal department
and Marketing etc...

Each account can belong to more than one group.

Once you have created the right grouping structure for your company you can start sharing
templates across accounts and groups.

®
T

Enterprise Account Status: Paid

2

Dashboard 2 Accounts Choose Membership v N ALLGROUPS ~ Ml ADD NEW ACCOUNT

Details Al Groups
5 v records 3
Head Office
Memberships
“  Account NO. Reference Company Branch Email Name

ADD NEW GROUP
SELECT g! o

e EsT paid 0

~Admin Dep tus Docs Used

Invitees

Settings
SELECT paid 0

Reports
SeLECT Paid 0
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Then link user / account to a group just add account and select the correct group to be part of.

Legal Name * FirstName  onCore Street 2 Great
Company Website Middle Name City = Nice
Account Number Postal/Zip Code 8888

Last Name Test

Share Form Filler NOTHING SELECTED = ) Country = Australiz
Job Title QA
templates

* SHARE TEMPLATE

State * QLD

Groups HEAD OFFICE, ADMIN DEP =
Delete Form Filler NOTHING SELECTED = _‘ Head Office
templates o
) Phone * Bl - 45456565

e.g: 23023 4940

Branch Name
Account Ref.

Email Address

Password RESET PASSWORD

Account Status Paid Account

PISABLE ACCOUNT REVOKE ACCOUNT a UPDATE DETAILS
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Invitee Tool
Admin users can see all invitees for all accounts/ users in the enterprise account. They can
monitor and manage the signing process per invitees and also support users/ accounts.

ousoars = inviees emberip ]

10 ~  records = JULY 4, 2018 - AUGUST 3, 2018+ Q

Invited By Invitee Name Invitee Email Address

a

wices ) Doc Name Date sent Last signed Date status
) Aug 1. 2018 1417 Aug 12018 1418 1 of2 signed & é

Showing 1 to 1 of 1 entries

2 p PR P PP

Admin users can view the document log. They can also send manual reminders for an in-
progress documents.
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Form Filler

Share Template
Each account/ user can create their own templates using Form Filler. Then Admin User in
Admin Portal can share this template with other accounts or groups

First create the template in user’s account by using Form Filler.

In admin portal select the template owner account in Accounts page

& ACCOUNT DETAILS LUV BT Account Documents  Integration - Connected Apps.

ACCOUNT DETAILS ADDRESS

Company Name * Test Title MR . Strest 1+ 11 Gaod

Legal Name * Test First Hame. Street2 Great

Middle Name aiy+ Nice

Account Humber PostaliZip Code a8

ShareForm Filer | TeSTTEMPAATE - 0 cournry+

Account e,

Select the group to apply all accounts in the group

Share Template - Test Template

Groups Accounts Search:

|:| Head Office
|:| Admin Dep

Or select specific account and share.

Share Template - Test Template

Groups  Accounts <o ———— Search:

Name Email Groups

Head Office

O o0oog

oo |3
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Admin users in Enterprise Admin Portal can delete templates by:

www.securedsigning.com

Go to Accounts-> select the accounts / user who is the template owner -> and then select the
template that needs to be deleted. Prese delete, and it’s done.

ACCOUNT DETAILS

Company Name * Title

Legal Name * First Name
Company Website Middle Name
Account Number
Last Name
Share Form Filler TEST TEMPLATE b Tith
templates m Job Titie
Groups
templates
® DELETE TEMPLATE H
Branch Name
Account Ref.

ADDRESS

MR Street 1 +
Street 2

Gty +

Postal/Zip Code
Test

Country *
QA
State +
HEAD OFFICE
Phone *

11 Good

Great

Nice

8888
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Signature Template

We are always looking for a way how Secured Signing can automate the signing process and
make the document preparation faster and easier. Signature Template allows you to apply
signature position template to a document or bunch of documents in package, just add
invitee’s details and press send. No spending time to position signature on the document.

This process is good for invoice approval or repeat documents layout, or for same signature
position in many of you document, for example last page at the bottom.

First you need to design the signature template that can apply. To do that login to Secured
Signing Enterprise Admin Portal go to Setting -> My Signature Templates

:i:»: r:w
e @ email Branding | wie sign sranding | Emait Tempiates

 Signature Templates B o [ m
S )

Defautt Template (] Set as the defaun

Share at ~ Apply to all accounts

cosomge moeons. @

Design Signature Template m o
Actions 1 + Add Invitee's Signature» Add Form Field ~
g = O v
- N o
e . %
itee
L o

Signature Properties

Signature Type: @

® Fun Initials

t) 5,'( 1 ereZ.
Signature Capture Format: @ = ""77/ —_—

£ Scan
Signature Signature
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
business

Defautt features:
Date/Time Name

° « Signin seconds

Steps to build a template
First of all select a document from inbox.

e Settemplate name and select the page you want to add signature, First page for
example

e Add Signature, set signature properties on the left. If needed add witness.

e Set this template as a default

e Save

e Share the template with other user in your account and press save

Page 161 of 183


http://www.securedsigning.com/

ECURED
DSipe

Template signature rules:

e First page all documents should have at least one page

Secured Signing — Help User Guide

www.securedsigning.com

e Firstand last page all documents should have at least two pages
e Signature in 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.

Signature should appear in all pages regardless number of pages you need to select multipage
signing all pages, you can have any number of pages in any document. Signature should be in

any page.
- Invitee

Signature 1 i

Signature Properties:

_Stcurzcu
e

Signature Type:

Full @ Initials

Signature 2 &
Signature Capture Format: e
Scanned

Signature Signature
Default features: o

Date/Time Name
Extra features: e

Job Title Reason

Witness: @

+Add Witness

Multi Page Signing e

@ All Pages

Applying Signature Template
In Document Editor

Signature Template is available for selection on the top right corner.

Lorem Ipsum

+ Add Invitee v Add Notary Signature ~ Add Form Field ~ ® Add Broadcast Signature

Forit - Font Size 5 B|I|A wiBes & &8 (] Select All

Click here to use a
signature template

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been
the industry's standard dummy text ever since the 1500s, when an unknown printer took a galley of
type and scrambled it to make a type specimen book. It has survived not only five centuries, but also
the leap into electronic il inil It was in the
1960s with the release of Letraset sheets containing Lorem Ipsum passages, and more recently with
desktop publishing software like Aldus PageMaker including versions of Lorem Ipsum.

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been
the industry's standard dummy text ever since the 15005, when an unknown printer took a galley of
type and scrambled it to make a type specimen book. It has survived not only five centuries, but also
ithe leap into electronic i ini i It was in the
1960s with the release of Letraset sheets containing Lorem Ipsum passages, and more recently with
desktop publishing software like Aldus PageMaker including versions of Lorem Ipsum.

Test stops here 2 Settings x
Qs

©Jy== Full Signature
[ Initials Signature
Date Required
Name Required

Invitee 1 | O Needs to View

Signature Template ~ B Next

First and Last Page
Last Page Only
2nd and 7th Page

Create New Template
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Selecting a template will apply it to the current document where you are able to make further
changes before sending it to the invitees.

Inbox

You can apply a Signature Template on an uploaded document from the Inbox with the

following steps:

1. Selectthe documentin “My Inbox”

Lorem Ipsum

My Inbox

2. Select the option “Select a Signature Template”

Click here to use a signature

template

[ Select a Signature Template ~

You will be redirected to the document editor with the Signature Template applied. In there, you
can further edit the document to your needs before sending it to the Invitee

Lorem lpsum

+ Add Invitee = Add Notary Signature ~ Add Form Field ~ @ Add Broadcast Signature

Signature Template + B Next

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been
the industry's standard dummy text ever since the 1500s, when an unknown printer took a galley of
type and scrambled it to make a type specimen bodk. It has survived not only five centuries, but alsa

the leap into electronic typesetting, remaining essentially unchanged. It was popularised in the

19605 with the release of Letraset sheets containing Lorem Ipsum passages, and more recently with

desktop publishing software like Aldus PageMaker including versions of Lorem Ipsum.

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been
the industry's standard dummy text ever since the 1500s, when an unknown printer took a galley of
type and scrambled it to make a type specimen book., It has survived not only five centuries, but also

the leap into electronic typesetting, remaining essentially unchanged. It was popularised in the

1960s with the release of Letraset sheets containing Lorem Ipsum passages, and more recently with

desktop publishing software like Aldus PageMaker including versions of Lorem Ipsum.

Test stops here

£ Settings x
Qiecungs
o Full Signature
[ Initials Signature
Date Required
Name Required

Invitee 1 4| O Needs to View
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Invitee Allows Decline

Email Decline notification

The default settings for a declined process is that the document owner will receive an email
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 Admin Portal — Setting -> Account setting enable invitee
allows decline and set email notification as needed.

v

Invitee Allows Decline Package signing process @ @ Stop O Continue

Decline netification email €@ Document Owner Invitees

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.

Decline Continue in package
Many signing scenarios require decline one or more documents in the package and continue to
sign the other documents in same package.

Once document has been declined by one of the invitees the other will be able to view it in the
signing process but can’t sign this document anymore, the signing process for this particular
document in the package is stopped but all other documents in the package continue the
signing process.

How to setitup

Login to your secured signing account go to Setting -> My Account Setting in We Sign Section
Enable Invitee Allows Decline and ticked continue in package signing process. don’t forget to
press update my setting at the top.

Invites Allows Decline v/ Package signing process @ o Stop @ Continue

Invitee will type the decline reason and the system will notify by email the document owner.

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

Click "Decline’ to confirm your decision
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Declined by: Marketing Department!
Date & Time: 12 May, 2018
Bad quality
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Domain Authentication

To keep up with email sending industry standards, we’ve added new functionality. Historically,
emailinvitation and reminders are sent on behalf of account owner domain. Now you can
improve your email delivery. To do this 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, which can help improve your
delivery rates and make your emails look more professional.

Domain Authentication - select Add Domain

9 Help User Guide

Enterprise Account Status: Paid

2 w
@ Domain Authentication Membership l ADD DOMAIN

To imprave email delivery, 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, which can help improve your delivery rates and make your emails look more professional,

Your domain will show here once verified

[verified] A
Authenticate securedsigning.com with Secured Signing by modifying your domain's DNS records. These changes allow your emails (invitations and reminders) to appear to come from
securedsigning com, instead of from our servers. After you've made the required DS changes, please wait 24-48 hours for the changes to propagate

DKIM: Create a CNAME record for ssikey._domainkey securedsigning com with this value:

sslkey.dkim securedsigning.com

SPF: Create a TXT record for securedsigning.com with this value:

vespil include:spf.securedsigning.com -all

)
DISABLE AUTHENTICATION VERIFY DNS RECORDS REMOVE DOMAIN

[verified] >

A list of domains that are part of your users account will be shown. Please complete the
changes in your domain DNS records.

Authenticate your domain with Secured Signing by modifying your domain's DNS records. These
changes allow your emails (invitations and reminders) to appear to come from your domain,
instead of from our servers. 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

SPF: Create a TXT record for your domain with this value:  v=spf1

include:spf.securedsigning.com -all

When completed, verify the domain and your email invitation delivery willimprove. You are less
likely to experience issues such as emails with spoofing message or landing in junk mail
folders.
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Signature Setting
Set up signature properties for all accounts in the enterprise

ol|w|m ﬂ ew
/

o # My Signature settings — :

sesuetpen @ i QO sl

Sgratune Capte Formst@ @ Esgrature () scanned Signatuse

befaultfeatures @ DatelTime ~ Name

furateonresg [ 10T [ reason

An account can now setup your signature properties from s within the We Sign process. If thisis
saved as a default, it will overwrite admin portal user setting.

Reason
In case invitee needs to enter their reason for signing they can select from a list or enter their
own.

Build your customised list of reasons using this setup screen.

REASON

Reasons @ Is Default Reason
O 1am the author of this document “
O 1am approving this document “
O I attest to the accuracy and integrity of this decument “
O Iagree to the terms defined by the placement of my signature or “
O I agree to specified portions of this document n

Invitee will see this during the signing process

-b Signing Requirements -

|
Marketing Department has requested the following details for the signing process
Reason
Select a reason I AM THE AUTHOR OF THIS DOCUMENT -
1 am the author of this document
or Type a reascn
| am approving this document
| attest to the accuracy and integrity of this document
TH | agree to the terms defined by the placement of my signature on this document

sC | 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 onlv.

If “is default” selected (ticked) only this reason will appear for invitee to press OK to sign.
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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 signing. Press ok in order to sign

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

CANCEL ﬂ

Thanl wan ‘nr r-hnnr:nrr Car lrﬂ!".éjﬂﬂiﬂﬂ ac wntir nrafarrad Aiaital cionatire

Popup Type
You can configure how the pop-up will be displayed during the reason for signing process. You
can select from option A or B shown below.

Popup Type®  (® OptionA O optionB

rrrrr a
~
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 n

Page 168 of 183


http://www.securedsigning.com/

URED
Secured Signing — Help User Guide www.securedsigning.com

Signature Capture - Capturing method setup
Secured Signing supports several options to capture your graphical signatures in desktop and
mobile, you can choose from the following options:

e Font-Signer’s names in predefine handwritten font

e PC Mouse - Draw Signatures with the mouse.

e Upload images — Upload graphical signatures images

e FAX-Print the Fax form, signed, and Fax it to Secured Signing system, signature images
will extract form the fax form and attached to Signer’s profile.

e Mobile ePad - Extend desktop signatures capturing with your mobile phone, use the
smart phone as an ePad.

Signature Capture Options

(i) . q i)
Signatures Mobile ePad Options

@ Link

SMS (26 Left)

[ Signatures Font Mouse [P Upload Fax

Full Signature

Initials

Mohile Li] Font Only @ Draw on glass

= o \
Save
[B) Save Capturing Settings ’

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 different methods such
as a predefined font, you can select this 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.

Prese Start, based on the account setup the link can be sent by SMS, or user enter the link in the
mobile’s phone browser.

Signatures

Signaturss  Font  Mouse  Upload  Fax  Mobile ePad

Capture your signature an your Mobile Phone, draw Full Signature and Initials with your
finger.

Click 'Start’ to continue

| 1

With SMS

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

- =3

enter verify code: 6816

Session will tme out in 3 Dsecon ds.
Full Signature

Initials

With a link
Entre the link in the mobile’s phone browser.

Signatures

Copy the link 0 your mabile browser:

In both options you will be asked to entre a code to initiate the mobile ePad functionality.
Follow the instructions as prompted.
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Azure Active Directory Single Sign On - SSO

In case your organisation is using Azure Active Directory, you can connect your Secured Signing
account to Azure AD login and then you don’t need to login twice, only to your AAD.

Search:

ol o * Code Description Accounts 550

e sact o v

Showing 1101 0f 1 entries

3

4 GMP429094 DETAILS Price Plan  Reference Code [ELFTETZTLY

Please select one Single Sign On method.
Single Sign On ADFS
Enable Single Sign On ADFS O

Federation Metadata Address

Secured Signing using Single Sign-On (S5

Single Sign On Azure Active Directory

Enable Single sign On Azure Active Directory > °

All users In the membership will use Azure Active Directory login,

Learn how to setup Secured Signing Enterprise account and AAD at
https://www.securedsigning.com/support/sso/setupaad.aspx

Re-authenticate in AAD SSO
For security reasons some enterprise organisation choose to authenticate users while

accessing Secured Signing or signing documents. This means user needs to enter their Azure
password.

Single Sign On Azure Active Directory

Enable Single Sign On Azure Active Directory v

Reauthenticate with AAD when user login v

Load Domains from your AAD for more settings m

This pop-up will appear every time an AAD User needs to access Secured Signing or a signing
process as an invitee. Once they have passed AAD authentication they will be able to access
Secured Signing.

B Microsoft
i@digitalsignature.c
Enter password

|:s SSWord

Forgot my password

Sign in with another account
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Load domains from Azure AD

Load Domains from your AAD for more settings m
Domain Enabled AAD Reauthenticate AAD for Invitee Block Register
[] Freeway [] paid
D Freeway D Paid
D Freeway D Paid
[] Freeway [] paid
v v v/ Freeway /" Paid

securedsigning.com.au
securedsigning.onmicrosoft.com
securedsigning.com

dsx.co.nz

LOoOooano

digitalsignature.co.nz

Enable Invitees to use AAD SSO

Admin users can set all invitees’ types (Invitees, Witness) from an organisation’s domains
without a secured signing account to use Azure Single Sign On (SSO) when accessing Secured
Signing documents to sign.

Load Domains from your AAD for more settings LOAD
Domain Enabled AAD Reauthenticate AAD for Invitee Block Register
securedsigning.com.au N [ Freeway [ paid
securedsigning.onmicrosoft.com N [ Freeway [ paid
securedsigning.com [ ] [ Freeway [ Paid
dsx.co.nz D D Freeway D Paid
digitalsignature.conz ~ +/ v v ~ Freeway /" Paid

Add Exceptions to AAD for Invitee within a Domain

Admin users can add specific email addresses to the ‘Exceptions’ list for each domain with
‘AAD for Invitee’ enabled. Email addresses added to this list will not use Azure Signing Sign On
when accessing document to sign, instead using whichever authentication method the sender
selected when sending the document.

Enterprise Account Status: Pai

AAD Authentication Disabled Invitees

How to setup ADFS Serv
user1@digitalsignature.co.nz
Set up ADFS to allow your organisation users to login to Secy  User2@digitalsignature.co.nz

. . . . s~
Single Sign On Azure Active Director ..
Enable single Sign On Azure Active Directol
o - |
Reauthenticate with AAD when user login
Load Domains from your AAD for more settings LOAD

Domain  Enabled AAD Reauthenticate AAD for Invitee Block Register

|:| Freeway D Paid
D Freeway D Paid
D Freeway D Paid
[] Freeway [] Paid

/ Freeway 7 Paid

securedsigning.com.au
securedsigning.onmicrosoft.com
securedsigning.com

dsx.co.nz

L OooOooao
L Ooo0oao
A Ry |

digitalsignature.co.nz
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Block Register Accounts
Admin users can block any user from the organization’s domain from opening a paid or free
account directly within the Secured Signing platform.

Users will then only be added from the Admin portal, Account -> add account / user

Load Domains from your AAD for more settings m

Domain Enabled AAD Reauthenticate AAD for Invitee Block Register

[] Freeway [ paid
[] Freeway [ paid
[] Freeway  [] paid

[ Freeway [ paid
v v \/ Freeway /' Paid

securedsigning.com.au
securedsigning.anmicrosoft.com
securedsigning.com

dsx.co.nz

«Ooooag

digitalsignature.co.nz
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Block multiple invitees with same email
In Secured Signing you can invite different people with same email address, such as a husband

and wife who are sharing same email.

% MEMBERSHIPS
Search:

Accounts

“ code status Description
2

ssssss

1]

L DETAILS PricePlan  Reference Code Single Sign Or
MEMBERSHIP SETTINGS
General Sett

Membership Description Test Company

[ 8lock multiple invitees with same email ]

Admin users can set up the membership/enterprise account to stop this feature. So, if a user
from the organisation/enterprise account invites an invitee of any type that has already been
invited in the past, the name and email must to match the original invitee details. If not the user
will get an error next to invitee’s name in the WeSign invitation workflow popup

Invitation Workflow

An existing invitee with the same email has been already in the system

Review the invitees details to make sure they re corect.

Due Date ® Signing Order Type ®
Sequental

23 Jun, 2020 450 pm

Video Signing
[

Check Invitees
Password876566565 Test | e o i |
Test

Existing invitee already has same emai

Video Confirmation
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Block Account Register
For enterprise accounts without SSO, you can also block users/from your organisation’s
domains from opening/registering for a Secured Signing free or paid account.

Domain authentication must already be completed, click on Manage Domain Authentication to
start the process. If you’re unableto make the changes in your domain please contact the
Secured Signing support team.

e ] - sons p— P =0
e - - : i

Price Plan  Reference Code  Single Sign on [ )

Membership Description

Block multiple invitees with ssme email

Block Account Register  Flease verify your domaln by sompleting the Damai Authertication

swswns [0
S

Once done select the domain and which type of account you want to block.

# MEMBERSHIPS
searc)

Membership Description onCore

Block multiple invicees with same email [

Block Account Register omain elock Registsr o
. o Freeway  / paid
—
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Invitee Authentication Type — Password Policy

Setting Invitee Authentication type to ‘Password’, means the invitee needs to set up a password
to access the document. If ‘Enforce Password Policy’ is enabled then every 90 days invitees will
need to set up a new password. They also cannot use a password that has been used before.

'WE SIGN

Invitee Authentication Type PASSWORD v Enfarce Password Policy @ v

Invitee Allows Decline D

Revoke Account - Users
To revoke a User please follow the steps below, revoking a user will free up a user license.

Dashboard 2 Accounts (chocse Membership) 5 l AL GROUPS 5 I ADD NEW ACCOUNT I

Details

5 v records Search:

Memberships
4 AccountNO.  Reference  Company Branch  Email Name Groups Account Status  Docs Used
- Head Office  Paid o
nvitees X
== TestAccount Rosedale Paid o
ttings
- sices.com Paid o
Reports
or -m ) paid o
Billing
Showing 1 to 4 of 4 entries <1
8 ACCOUNT DETAILS 1 t ERIILL BRI Account Documents  Integration - Connected Apps.
ACCOUNT DETAILS ADDRESS
Company Name * q Title TmE v Street 1+
Account Ref.
Email Address
ACCount Status  paid Account /
I s

Arevoked user can’t login to Secured Signing anymore or initiate a signing process/ send
documents for signature, however they can sign as an invitee.

If the user stays within the organisation but doesn’t need to send documents for signing, you
can choose whether this user can sign as an invitee or not from the popup below

Admin portal user need to enter their password, but if the enterprise account uses SSO, a
password is not required.

Revoke account

To revoke the membership for the selected account, please enter your Secured Signing
Password and select the following questions, then click Ok. (Revoke user will free up user
icence)

Password
Has the user left the company? O

Yes @ No
Does this user need to sign documents @

Yes O No

as invitee only?

CANCEL “
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Suspend Accounts — Users

Suspend an account/user if the user is leaving, but will come back to work for the organisation,
at this stage this user can’t sign at all or login to Secured Signing.

This process does not free up a user license.

Dashboard
Details
Memberships
Invitees
Settings
Reports

Billing

5 ~ records search:
4 Account NO. Reference Company Branch Email Name Groups Account Status Docs Used
TaT Head Office  Paid 0
[ TestAccount Rosedale Paid 0
SELECT vices.com Paid 0
— B ome— — peic o
Showing 1 to 4 of 4 entries <1
ACCOUNT DETAILS ADDRESS
Company Name * IS Title TITLE ~ Street 1+

Account Ref.

Email Address «

Password RESET PASSWORD

Account Status Paid Account

SUSPEND ACCOUNT REVOKE ACCOUNT UPDATE DETAILS
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Folder

Enterprise Admin User can setup organisation folders structure template, this will be available
and appear for accounts/ users in the membership / enterprise account, in addition to folders
creates by the user at the account level. The organisation’s folders can’t be removed by any
account user and can only be deleted by Enterprise Admin user and only if the folder is empty
across the organisation.

The folder template creator location is in enterprise portal -> Setting - > Folder Template.

Dashboard

Details

Memberships e I}
(74

Accounts

Reports E

Billing

Email Branding We Sign Branding Form Direct

Folder Templates

Admin user can create as many folder templates as needed and assign the folder template to
the appropriate accounts. Look at Number 5 in the picture below.

& Folder Templates Membership [RGVZFIEREE Template EEVIAGaNI TN ~ +NEW
1
Template Name= My Company o
4 [i] My Company e ~/ Apply toall Accounts
Company A
& pan Available Accounts Selected Accounts
L] company & Secured Signing =

L] HR Department
L IT Department | h
U] Legal Doc 1 ;
L payroll Department

° EISAVE X DELETE

Create new folder template, give it a name in the field (2) and save (4).
Create new folder name (3) and press enter or save.

You can rename (7) folder name or delete folder (8) in case the folder is empty across all
accounts.

To create subfolder, highlight the folder name and press New Folder (3).
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Shared Folder

Enterprise Admin User can share folders with all accounts or selected account in the
organisation

To do so, highlight the folder press share (1), selected the account (2) and saved (3)

[y rm—— P v [

Template Name My Company

[ ] mows | oun |
Once folder has been shared you can unshared (1) folder and presses saved

&= Folder Templates

Membership Template YRV TINS v + NEW
Template Name = My Company
K0 X - ©
4[] My Company ~/ Apply to all Accounts
:_]J EZ:i::;’; Available Accounts Selected Accounts

L] HR Department

L 1T Department

) Legal Doc

L payroll Department

1

How shared folder works?

Admin User can share folder with all accounts/ user in the enterprise account or with selected
accounts/ user

Then in the account level
Any document that is uploaded by any user to shared folder it will visible to all Account’s users.
A user who sent the document for signature becomes the document owner.

The document will be moved to in progress tab after it has been sent for signature and will be
visible for all account’s user.

In Progress Tab there are few actions icons, any user will be able to complete one of these
actions. However, delete function will be available for document owner only, but other user will
be able to help in supervisor and manage the signing process.

Actions

= v i 27 =

Once a user removed from a folder template and it is not share with him, all documents belong
to the users will move to document owner Inbox.
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Reports

Expired Documents report
We added an Expired Documents Report. This report will show you which documents have not

been signed and the due date has expired.

Reports:  EXPIRED DOCUMENTS REPORT ¥ Choose Membership: v Choose Account:  ALL ACCOUNTS. ~  Select Processing Date Range: OCTOBER 1, 2017 - OCTOBER 31,2017 ~

(=]
Expired Documents Report]

Membership: Membership Description:

Start Date: 01/10/2017 00:00:00 End Date: 31/10/2017 23:59:59 Account: All Accounts

IUserName User Email Branch Name Reference Invitee First Name Invitee Last Name Invitee Email Document Name Status Date Sent Dueuatel
Total Documents: 0 I

IRepa rt Created On: 30/10/2017 18:45

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. We’ve also added a new column for decline by and decline reason.

Dashboard
REPORTS
Details
Memberships .
Reportsy DETAILED DOCUMENTS REPORT ~ | Choose Membership:  ALL MEMBERSHIPS ~  Choose Account:  ALL ACCOUNTS ~
Accounts
Select Processing Date Range: MAY 1, 2018 - MAY 31, 2018 ~ Document Status:| ( ALL DOCUMENTS |

All Documents

Settings
(o]
Pending

Reports
Completed
Billing
Detailed Document Report .
p Expired
Membership: All Memberships Membership Description: Document Status: All Documents
Start Date: 01/05/2018 00:00:00 End Date: 31/05/2018 23:59:59 Account: All Accounts
User User Branch Reference Document Status signed Declined Declined Date Date Date
Name Email Name Name By By Reason Uploaded Sent Signed

Revoked Users report
Once a has user left your company you may need to revoke this user to prevent them logging in

to Secured Signing.
As an admin user you’re able to generate and view reports for revoked users from the admin

portal, this means you can always be on top of past actions related to these users.

The following reports are available for revoked users:

? Help User Guide

Repots: | ACCOUNT REPORT Choose membership: |

m Account Repont
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You can generate reports for all revoked users, or specific ones by choosing them from the

drop-down menu.

REPORTS

REPOMS:  DOCUMENT REPORT

Reroute

Choose Membership:

~  Choose Account: | ALL ACCOUNTS
Al Accounts
Al Active Accounts.

All Revoked Accounts

Sandbox - Secured Signi
Sandbox red Signi
Sandbox - Secured Signing (Stuart Bentley)

~  Select Processing Date Range:

I Revoked A

Sandbox - Secured Signing (Sarah Boysen)

DECEMBER 1, 2019 - DECEMBER 31, 2019~

Now you can setup to which invite type the reroute feature will show in the email invitation. You
can define who in the organization has access to the reroute functionality.

Reroute Type Settings

Setup RerouteType => “Enterprise Accounts”

1). Login to Enterprise Portal, click “Settings” => “My Account Settings”.

# Account Settings

Signature Date Format 260C1, 2017
Maximum Signing Due Date 3WEEKS
Default Due Date 14 |
Display Name COMMON NAME

v

Enable reminders

Enable emall removal notification

Enable email completion notfication [

Sgningorder @ SgnAl O Sgnon

Secured Signing Cloud Storage®

Preferred Cloud Storage @

Video Confirmation® [

2). Go down and find “Invitee Allows Reroute”, make sure it has been ticked first, after that,
extra option shows: 1- Anyone (default), 2 — Enterprise Accounts Only.

FacezFace signing® L

Send sMS Notification @ [

WE SIGN

Invitee Authentication Type NONE -

invitee Allows Decline [

——  '"VIlc¢ Allows Reroute

<

LO Anyone (8 Enterprise Accounts Only ]

Additional Notification Reciplents (# EDIT RECIPIENTS
Additional Completion Reclpients

Document Library [

Smart Tag Upload frompc >
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For Anyone: invitee can be anyone.

For Enterprise Accounts Only: invitee can only be account user who belongs to this

membership. If invitee doesn’t belong to this membership, then there will be no “Reroute”
button in the invitation email.

Please have a look for reroute page when reroute type using “Enterprise Account Only”.

RE-ROUTE YOUR INVITATION TO A DIFFERENT SIGMER

I
Fleaze enter of select emanl of other members of the enterpids secount only.

1]
£

Click 'Rerouts’ to confirm your decision

Type at least 1 character in “Email” will trigger auto-complete list to show all account users
belongs to the same membership and whose email address starts with the typed character.
Now, you can choose the invitee name you want to reroute from the list. “FirstName” and

“LastName” are disabled for typing; they only can be filled when you choose the proper invitee
email address from the list.
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Admin User Permission
Admin user can select different permission levels for other users in the Enterprise portal.

To add more users click add more user in the top menu at the dashboard page, select the
permission level you want to assign to the additional user from admin, full or view only
permission.

Add User

Titie+ Mr o

e

View only permission allows this user to view account information and documents with very
limited functionality at the account’s setup level

URL Redirect Branding

As part of your signing page branding and email branding, you can now redirect any
invitees/signers on a document/s completion to your website in order to provide full company
branding. This setting can redirect signers to any page you choose and is ideal for providing
further instructions for signers after a document has been signed, or building a tracking system

based on the chosen page.
g

In order to be able to set up URL redirect you need first to setup a domain authentication.

SR pu—— ==

Enter the page you want to redirect to, and choose how long they remain on the signing
completion page.

Once done click save.
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