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1. Adding e-Signatures to a Template

E-Signatures can be used in 2 ways:

® Set up atemplate with e-signature fields with the expectation of e-signing

e Manually add e-signature fields to a document post-generation OR any external document

These instructions are for setting up a template with e-signature fields with the expectation that the

generated document will be sent for e-signature.

When creating a template that requires signatures and e-signing is permitted, it's recommended that the
template is set up with e-signature fields so that this functionality is readily available, even if rarely used. The

insertion of the fields in the template is a very quick process compared to having to manually do this later.

11 Setting the Signatories

E-Signatures are automatically available for all Name type fields that have contact mapping applied. For

example:

Contact Fields Map

Full Name

‘ Recipient - full name: - ‘
Company Name

‘ Recipient - company name: - ‘
Trust Name

‘ Recipient - trust name: - ‘

No specific fields need to be created for the e-Signature details. These fields will already be available in the

Word Add-In for all mapped contacts.
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12 Contact Mapping for Signatories

When setting up individual contacts, apply contact mapping to the name field to create the connection as a

signatory.

1.3 Field Types

The e-signature fields/components available are:

e Signature: Allows the recipient to upload a digital file or select one of the default options
e Name: Automatically inserts the full name of the recipient

e Initials: Allows the recipient to upload a digital file or select one of the default options

e Date: Automatically inserts the date of e-signing

e Capacity: Role when signing for a company

®  (Checkbox: Allows the recipient to tick a checkbox

You will be able to select the specific component required when you are inserting the fields using the Word
Add-In.

1.4 Inserting e-Signature Fields into the Word Template

E-Signature fields will be available in the Smarter Drafter Word Add-In for all mapped contacts.

1. Go to More
2. Click on e-Signature fields.
More ~ Testing
- Company Fields
Firm and Office Fields
| Formatting Controls
E-Signature Fields
Snippets

- Dynamic Snippets
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The available contacts who can be signatories will be listed.

E Forms Named Ranges E-Signature Fields ~ Testing
Search
Husband v
Wife v
Company ~

If you see the following error, you need to check your contact mapping settings.

Smarter Drafter ~

¥ Smarter Drafter AUS ~

Employment Contract E

B Forms Narmed Ranges E-Signature Fields v

Testing

I There are no fields in the form that can be used with
e-Signatures.

Select the signatory and click the ellipsis on the right side of the name field. For individuals, select the

component and click add to insert the field into your template.

Signature
Name
Initials

Date

Capacity

Checkbox

Component: Signature -
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For companies, you will need to select the component and the specific signatory if you have allowed for

multiple signatories.

Content Control Settings

Component: Signature -
Signatory: 1 .
gnatery Content Control Settings
From 1to 100
Component: Signature v
+ Add X Close
Signatory: 2
From 1 to 100
+ Add X Close

2. Template Example

E-signature fields appear as light green content controls in the Smarter Drafter MS Word Add-In. Text will

come in as per the formatting in your Word document.

Image sizes are determined by the spacing and formatting. For example, the size limit and spacing of a line or

the size of a table cell.

Husband-&-Wife-sighaturesf

B Full-Namen Capacityn Signat
N Husbanda

D=
D= Witex:

A
i
Company-Signatory #11 Company-signatory-#2s
Signature:»(" ([]] ) Signature:»(" ([]] )=
Name: = _([]11 Name: = (]I
Initials: = (711 Initials: = (7100
Date: - (711 Date: - (11
Capacity: » (__([111 Capacity:» ([0
Checkbox:» (O] Jm Checkbox»(_(O] Jm
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2.1 Send the Document for Signatures

Once a document has been generated, you can send it for signature.
Go to the form submissions list and locate your submission

1. Click on the ellipsis (three vertical dots).

2. Select Send for Signatures.

View Details
# Open in builder
# Edit Submission

# Send for Signatures

Note: This option will only be shown on documents that have been set-up with e-signature fields.

2.2 Apply Sending Specs

Set your sending preferences and enter the specific email addresses for signing purposes.

1. The sending order can be set to 1 for all, meaning all parties will be sent the notification email at the

same time.

2. If the document needs to be signed in a specific sequence, adjust the signing order as required.

Electronic Signature History

Signing Order Name of Signatory Email Address

| 1 - | | Barney John Rubble | | Ermnail Address
[ 1 - ] | Betty Rose Rubble | | Email Address
1 v

5 Cancel Send to all
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For companies, this is where you will be able to enter the specific signatory names and email addresses.

Electronic Signature History
Signing Order MName of Signatory Email Addrass
| 1 - | | Barnay John Rubble | | Email Address
| 1 - | | Betty Rose Rubble | | Email Address
Rubbie Enterprises Pty Ltd
| 1 - | | Full Narmea | | Email Address
| 1 - | | Full Narme | | Email Address

Cancel Sand to all

Ensure you complete all details and set the signing order.

Electronic Signature History
Signing Order Name of Signatary Email Address
‘ 1 - ‘ | Barney John Rubble | | lindo@tensis.com
‘ 2 - ‘ | Betty Rose Rubble | | linda@tensis.com
Rubble Enterprises Pty Ltd
‘ 3 - ‘ | Barmm Barmm Rubble | | linda@tensis.com
‘ 4 - ‘ | Tornm Tomm Rubble | | lindag@tensis.com




) smarter drafter G

by tensis

3. Recipient Experience

In this example, the individual signatories will be guided through the execution process and prompted to
complete the required insertions. As the name of the signatory is known and the date of e-signing will be

determined, the only action required is the signature.

Full Name Capacity | Signature
Sign Barney John Rubble Husband Sign here
Wife

If the document is sent to all parties for execution at the same time, eg all parties were set with the signing

order 1, then they will all receive a blank document to e-sign.

If the signing order was sequential, then each subsequent signatory will see the document with the signatures

of the previous signatories.

Full Name Capacity | Signature
Signed by:
y 74 ey
EZ;:TE John Husband E J(«:A.du;f;{%éaﬂf ?{.«.dfﬁ;’
O40FSECEO0B572264
Sign Betty Rose Rubble Wife ‘ Sy ‘

As more information is required for the company signatories, there are more action items marked for their

completion, including a drop-down to select their signing capacity/role.

Company Signatory #1 | Company signatory #2
Sign Sign hera
Signature: Signature:
Initial Name: Initial - amm Rubble | Name:
Initials: Initials:
Date: 13/01/2025 Date:
Select Capacity: Capacity:
Action Checkbox: [ Checkbox:
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3.1 Completed Signature Notifications

The sender will receive various email notifications as execution of the document proceeds. As each signatory

submits their document back, the sender will be notified.

Once the document has been signed by all signatories, everyone will receive an email notification confirming

full execution has been completed.

-
P sharter dra&t&g

Your envelope has been completed by all parties and can be
viewed using the button below.

View documents

Button not working? Paste the following link into your browser: hitp
s /lesign.smarterdrafter.com.au/envelopes/e25cd12c33db40aibab
dd4f15c82bsa2
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3.2 History Log

A history log will be available on the submission.

1. Go to the submissions list.
2. Locate your submission.

3. Click on the ellipsis.

4. Select Send for Signatures.

Because the e-signing has already been processed, the history log will be displayed instead.

Electronic Signature History

Sant: 13 Jan 2025 3:04 PM
Lost Update: 13 Jan 2025 318 PM
Status: Completed

Envelope id: aoGaZSecbdaddecOafé3fingaifcfiial

Signing Order Name of Signatory Ernail Address Status Date
1 Barnay John Rubbile linda@tensis.com signed 13 Jan 2025 210 FM
2 Eotty Rose Rubble linda@tensis.com Signed 13 Jan 2025 215 PM
Rubbile Enterprises Pty Ltd
3 Bamm Barmm Rubbla linda@tansis.corm Signed 13 Jan 2025 217 PM
4 Tormm Tarmrm Rubbls linda@tensis.com Signed 13 Jan 2025 318 PM

Cancel Downlead



