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ECHOSIGN OVERVIEW

SEND

. Amy Wang | New! | .ﬁ Sign Out | Get Help
\) EchoSign. T

Manage I Reports Account |

Show Quick Start Guide

Get a Document SigI'IEd Customize this page = T
- = To: Signers’ email addresses
ow Cc
A
Recipients will sign in the order they are entered change E] CC Anyone Who needs a copy
Document Name: 0
Message: | please review and sign this document. Name s document
Add a custom message
4
Language: [ English: US }.ﬁ =
e “Getting A Signature
OR Select from: Document Library | Gooagle Daocs & More Has NE\I"EF Been Easier"

Signature Options (What's the difference?)
© e-Signature O Fax Signature

[] 1 need to add my signature to this document [] Verify signer identity using a password

[] Preview, position signatures or add form fields [] Password protect the signed document

Send

| SIGNATURE OPTIONS

O I need to add my signature to this document
Click on ‘Change Order’ to change the order of when you sign.

M | need to add my signature to this document

Recipients sign first, then | sign last

Change Order

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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O Preview, position signatures or add form fields
Check this box to place signatures, initials, and form fields in the
document before sending it out for signature.

O Verify signer identity using a password
O Password protect the signed document

Password Protection Signer Identity Verification

The PDF file that you send to everyone Ensure that before signers can view or
will be encrypted and this password sign the document, they have to verify
will be required to open it. access to their email account AND

. verify their identity.
: Don't lose your password as they are

not recoverable. In the event that you Signing Password:

do lose the password, you'll need to e )
delete that transaction and begin Require 5igners to enter a one-time
again. password you specify.

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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SIGN

Signer receives email notification about document to sign.

M \) EchoSign.

Amy Wang Has Sent
You Agreement for
Acme Corporation to
e-Sign

@) sLoenL

= TLTCTABMICE

CATNITHINS AXTH TS

AGREEMENT

Signer clicks link

highlighted in email.
[—

Amy Wang (Adobe DEX) says:
"Please review and sign this document.”

Click here to review and e-sign Agreement
for Acme Corporation.

With just one simple step, you can
electronically sign this document. After you
e-sign the Agreement for Acme
Corporation, all parties will receive an
emailed signed copy (PDF).

If you are using a mobile device or having trouble with the
link above try signing here.

Do you need to forward this to a party
authorized to sign it? Click here

Signer signs effortlessly from any web browser on any device.

(S sign In | Get Live Help

N EchoSign.

TrylIt - Sample Sales Contract e-Sign

PSS, BUYS! USSIES 111GV VU UG

= cenain software services; and

&) Print i) POF
o i [
shall be solely responsible for procuring and —
enforcing such agreements. No license, express
or implied, is granted to Buyer with respect to the
Application Software, except to the limited extent
necessary for Buyer to use demonstration units
pravided by NoCo to Buyer to resell Services
delivered by NoCo ynder this Such

fterminate immediately upon
SAMPLE Agreement for any reason
AGREEMENT

NOW, THEREFORE, in consideration of the
mutual covenants and conditions contained
herein, the sufficiency of which is hereby
acknowledged, the parties agree as follows:

Section 1. The Services

s set forth herein. For
ment, the Application
med “Confidential

The services to be performed
"Services”) pursuant to this Agi
described in Exhibit A, *Descri
which is incorporated into and
this Agreement. NoCo will perft
in a professional, workmanlike manner in
compliance with all applicable laws. The

Services shall include the licensing of the

Buyer may terminate this Agreemen!
upon thirty (30) days prior written

any lime

Application Software 1o End Users.

Section 2. Fees

Change.

the amount of any Such tax.

2.1 Charges for Services. For the Senvices,
Buyer pay §19.89/mo until notified of any Rate

3.2 Taxes. In the event that a sales, use, excise
or services tax is assessed on the provision of
the Services or on NoCo's charges to Buyer
under this Agreement, however levied or
assessed (bul excluding any laxes based on
MNoCo's income, Buyer will be responsible 1o pay

Upan termination of this Agreem
Section 6.1, Buyer shall pay for N
reasonable billable project related
incurred in rendering said Service
1o the dale of lermination subject
to offset, if applicable. Upon Buye
NoCo shall substantiate any amod
proof satisfactory to Buyer.

Section 5. Miscellaneous
This Agreement shall be governey

law and the jurisdiction of courts |
County.

[Caser Tomes

|

Email; Cas8yE@eChosgn.com

Ta finish signin

document, just clic
the button below.

document with an electronic signatura.@

1 agree to the terms and conditions of the above

Click to Sign

OR

3.2 Taxes. In the event that a sales, use, excise
or services tax is assessed on the provision of
the Services or on NoCo's charges to Buyer
under this Agreement, however levied or
assessed (but excluding any taxes based on
NoCo's income), Buyer will be responsible to pay
the amount of any such tax.

Signature: Casen Lopes

Casey Jofee (Dt 5, 2008)
Email: casey@echosign.com

b (% Document Integrity Verifie

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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FAX SIGNATURES

Please sign the NDA.
Amy Wang
Sent: Friday, May 11, 2012 3:24 PM

Print and sign the attached PDF
document.

&t TINDA.pdf (702 KB) | Beeuiow.

Al ) EchoSign. EchoSign.

Adate vou serd. They skgn, I's Jomg, . Document Exchange

Send. Sign. Done...

© s Amy Wang Has Sent
el You NDA to Sign.

Elermonicn, n oo g of . | 36 Bl o, Fimangl,
P 5| AL EL TR Ry i s o 4o i b, o
“Smervice Pt e

EAERRAS, i et e e o — ]
00 o e e 1 auomunmn " Al s e
i, i b e e Ll

WAERLAS, o puries mists il ar ey g el pcns i e b
vy BUTRAL PLBCTR BRI 1o s b s oses s ppanary

e e oot Amy Wang (amwang) says:
pra— ‘Please review and sign NDA."

1 Iermwion delmerec b LR AL BLE CTIG-IDE w3 Barsicn o™ il o

;yh“ﬁjﬁ'xj{n:iﬁfsﬁ_ Please print, sign and fax back the attached
N T LD E T M ks NDA. A cover sheet with my EchoSign fax

i e e number is included. After you sign the NDA,
b T e s everyone will be e-mailed a signed PDF copy.

T b i it o e ] ey o el e
dbil'\lro{ﬂ- il iy ot

ekt - e Do you need to forward this to a party
! 1“"""'“‘" e e A authorized to sign it? Click here

L i 14 g

o e L et oo | b lermaion '\q--uc'\g H.DIH B.II\.TIDH 5, el e
arvica Farr i will et st oo (5 e ach prpary b v e e e B
o o it SR B TR s b . o 2 ekt
e v i i g ey DA IEL T TRIRICE, Thet v Py s
T = s s i e e vl . e s i e ey Thoe T

- R I A O R CSRY TR
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s : a .
You must use this as your coversheet FaX baCk U5|ng CoverSheet

¥ 1, Sign your document if neaded \\ prOV|ded

A 2. Uaa this coversheat with your documesnt & fax to

1888
kﬁnﬂnﬂrm i this numiber ? Try _,J
g ™
To: Aty Wang From: Ay Warg
Date: OB 102 0324PM PDT  Re: RO
L ’

D0 ROT WRITE IN THIS AREA. FOR ECHOSIGN USE ONLY.

Motice: EchoSigns servers will nemove this cower page before final dellvery. Massages
written on this page will be discarded.

“N) EchoSign.

Secure Routing Code: BIAOTEAR4LE
% Motice: EchaSign scanned documents ane encrypted and unaiterable.

Copyright ©2012 Adobe Systems Incorporated. All rights reserved. 7
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TRACK & MANAGE

r“ EchoSign Amy Wang | @Sign Out | Get Help

Document Exchange e a
Adobe Manage Reports Account

Show Quick Start Guide |
[ Filter by Person or Company Hd[ Filter by Status H!i[ Filter by Document Owner H!] | Search documents, recipients & notes @ Start Over: Reset Options

MName b om| ¥ Document Title & . @ Print Q Enlarge @ PDF @ Cancel

¥ Waiting For Me to Sign (5) TW statement of Work
,g Amy Wang amwang Acme Corp Sales Agreement 02/28/12

From: Amy Wang (Adobe }

To: Amy Wang {Adobe Test)
Date: 05/11/2012 1:30 PM
Status: Out for E-signature

yg Amy Wang amwang test 02/27/12

,% Amy Wang amwang test 02/27/12

-
A Amy Wang amwang test 02/27/12 Replace Sianer |4
# Amy Wang Adobe Systems Trylt - Sample Corporate Complian 10/10/11 Message: Please review a“d sign this &

¥ Waiting For Me to Review (1) E
Amy Wang review Press release 10/10/11

» Draft (2)

¥ Out for Signature (8)
— ,g’ Amy Wang Adobe Test Statement of Work 05/11/12
yé’ Amy Wang Adobe Test Sales Contract 05/11/12

,%, tylerccjackson@gmail provision test 03/29/12
%» tylerccjackson@gmail sample 03/06/12

=
)
3
a

}g’ Amy Wang amwang test 03/06/12
.aé, Celia Anderson Adobe Systems test 01/18/12
yé, ericwithamy@yahoo.c Test 01718712
g’ Amy Wang Self Hello 08/11/11

» Signed (28)
» Cancelled /Declined (5)
¥ Archived (0) Upload Agreements §4

Manage Tabs

Signature Status
View. See a thumbnail image of the

e  Waiting for Signature document - then enlarge, review or
print.

e  Out for Signature

e Signed Share. Forward a copy of the document
to anyone who needs it - supervisor,

e Cancelled/Declined
colleague or support staff.

e Archived

Remind. Send a reminder to yourself or
Search the recipient - once, daily or weekly.

S e Clel el History. View the history of all

e By Signature Status agreement events — who, when, what.
e By Document Owner

Notes. Add notes to the agreement
e By anyinput—email, sign date, record.

notes field

Copyright ©2012 Adobe Systems Incorporated. All rights reserved. 8
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HOW TO USE ECHOSIGN

EchoSign is the web’s #1 electronic signature service allowing you to get your documents

signed in minutes rather than days. EchoSign accelerates your document signing process with
instant fax or e-signatures, tracks your team performance and their contracts’ status in real time
and stores all your signed agreements. Learn more on http://www.echosign.com

WATCH A VIDEO

Watch this video to get a quick overview of how easy it is to use Adobe EchoSign:

http://www.echosign.com/public/static/echoSignVideo.jsp

SIGN UP FOR WEBINAR

Sign up for the Adobe EchoSign webinar to learn more about the benefits of using the service:

http://www.echosign.com/public/webinar.jsp

ADOBE ECHOSIGN SUPPORT PORTAL

Visit the Adobe EchoSign Support site to access many resources and helpful information
including FAQs, Knowledge Base Articles, and Support:

http://www.echosign.com/public/static/support.jsp

Go to the Adobe EchoSign Knowledge Base to view step-by-step documentation and useful
information about the service: http://echosign.force.com/knowledgebase

CREATE AN ACCOUNT

e Tosign up for a free account, go to: http://www.echosign.com/public/register

e Tolearn more about Adobe EchoSign pricing plans and how to sign up for a free trial of
an Team, Enterprise, or Global account, go to:
http://www.echosign.com/public/static/cost.jsp?cs=mktg _topnav

e After you complete the registration form, check your email inbox for a verification email.
Click the link to verify your email address and start using Adobe EchoSign.

¢ Signinto Adobe EchoSign from: https://secure.echosign.com/public/login?r

THIRD PARTY INTEGRATIONS

Adobe EchoSign is also integrated directly with some third-party systems including
Salesforce.com, NetSuite, Microsoft CRM, SugarCRM, Google Apps, and others. Go to
http://www.echosign.com and click on the Product tab to learn more.

Copyright ©2012 Adobe Systems Incorporated. All rights reserved. 9
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SEND DOCUMENT FOR SIGNATURE

Manage | Reports Account

e Gotothe Sendtab
e Inputrecipient email addresses
e Attach document(s) requiring a signature
e Select whether the document should be signed with an e-signature or by fax
e Choose any other Signature Options
e Click'Send’
. Amy Wang | New! | (3 Sign Out | Get Help
Al “N EchoSign. — Riiinn v - el e it

Show Quick Start Guide

Get a Document Signed Costomizethizase (T} yoy Send

It only takes seconds! Need more than 1 to sign? Just
To: Y : : : g
separate multiple e-mail addresses with commas.

Show Cc
- # They Sign
Recipients will sign in the order they are entered change )
They can e-Sign instantly, or fax their written signature
Documeant Name: back into EchoSign.

Message: | plagse review and sign this document.
@ You're Done

After everybody signs the document, PDF copies are
A immediately e-mailed to all eligible parties. We also file a
back-up copy for you in your EchoSign account.

Language: [ English: US I-éq
“Getting A Signature
OR Select from: Document Library | Google Docs o Maore Has Never Been Easier”

Signature Options (What's the difference?)

© e-Signature O Fax Signature
[] 1 need to add my signature to this document [] Verify signer identity using a password
[] Preview, position signatures or add form fields [] Password protect the signed document

Copyright ©2012 Adobe Systems Incorporated. All rights reserved. 10
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POSITION SIGNATURES, INITIALS, AND FORM FIELDS

On the Send page, choose the option to position signatures or form fields.

: : Amy Wang | New! | ﬁ Sign Out | Get Help
A \) EchoSign. —— IRl 5 K o i

Manage l Reports Account

Show Quick Start Guide

Get a Document Signhed

fgﬁ You Send

h It only takes seconds! Need more than 1 to sign? Just
To: (X3 _ 2 7 )
separate multiple e-mail addresses with commas.

Show Cc
& # They Sign
Recipients will sign in the order they are entered change E] ; : . . : -
They can e-Sign instantly, or fax their written signature
Document Name: back into EchoSign.

Message: plaase review and sign this document. — ;
@ You're Done

After everybedy signs the document, PDF copies are
P immediately e-mailed to all eligible parties. We also file a
back-up copy for you in your EchoSign account.

Language: [ English: US le-i
“Getting A Signature
OR Select from: Document Library | Gooale Dacs % Mare Has Never Been Easier”

Signature Options (What's the difference?)

© e-Signature O Fax Signature
[] 1 need to add my signature to this document [] Verify signer identity using a password
[C] Preview, position signatures or add form fields [[] Password protect the signed document

e Dragand drop signatures, initials, and form fields to the desired locations on the document
e Click'Send’

I:I Signature I:I Initials I:I Title I:I Company Signature Block

Name Email Date Signed Form Field Checkbox
alien, sole proprietor, or disragarded entity, see the Part | instructions on page 3, For othar enfities, itis  © e
your employer identification number (EIN), i you do not have a numbar, see How fo get a TIN on page 3. or
Note, M the account is in mare than one name, seo the char on page 4 for guidelines on whose Employer ilentificalion number |

Certification -

Uinder penalties of pequry, | cartify that:

1. The number shown on this form is my comect taxpayer identification numbear jor | am waiting for a number 1o be issued to ma), and

2. | am not subject to backup withholdding because: {a) | am exempt from backup withholding, or (&) | have not been notified by the Internal
Revenue Service [IRS) that | am subject to backup withholding as a result of a failure to repaort all interest or dividends, or (c) the IRS has
motified me that | am no longer subject to backup withholding, and

3. | am a L5, citizen or other U.S. person {defined below).

Certification instructions. You must cross oul item 2 above |f you have been notified by the IRS that you are currently subsject to backup

withholding becausa you have failed to report all intereat and dividends on your tax retum. For real estate transactions, [tem 2 does not apply.

For mortgage interest pasd, acquisition or abandonment of secured property, cancellation of debl, contributions 1o an individual retirement

arrangement (IRA), and generally, payments. other than interest and dividends, you are not required to sign the Certification, but you must
prowide your comect TIM. See the instructions on page 4.

Sign nature of -
Here :.:. pt::;oﬂ .\ISignature IDH »|Date Signed

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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SIGNED DOCUMENTS

Once the document is signed it is sent as a PDF via email to all parties to the transaction. A
backup copy is also placed in your Adobe EchoSign account.

MANAGE DOCUMENTS

Go to the Manage tab

Search for a document using the drop down menus and search box

Share a copy of the document with another party

Set Reminders -instant, every day, or every week

View History to find out when a document was sent out for signature, when a document
viewed by the recipient, and when a document signed

e Add Notes to the agreement record

’«" EchoSign.

Document Exchange
Adobe

Amy Wang | @ Sign Out | Get Help

Reports I Account
Show Quick Start Guide |

Home | Manage |

[ Filter by Person or Company ﬁ[ Filter by Status ﬁ[ Filter by Document Owner: “Isﬁrd-. documents, recipients & nq]:eg] eSmrI Over: Reset Options

Name # Company Document Title @ Print Q Enlarge -@ POF @ Cancel
¥ Waiting For Me to Sign (5) W siatement of Work
% Amy Wang amwang Acme Corp Sales Agreement 02/28/12 From: Amy Wang (Adobe )
,g Amy Wang amwang test 02/27/12 To: Amy Wang (Adobe Test)

Date: 05/11/2012 1:30 PM

Status: Out for E-signature

Replace Signer

Message: Please review and sign this

yg Amy Wang amwang test 02/27/12
yé Amy Wang amwang test 02/27/12
;6 Amy Wang Trylt - Sample Corporate Complian 10/10/11

i

Adobe Systems

¥ Waiting For Me to Review (1)
| Amy Wang review Press release 10/10/11

» Draft (2)

¥ Out for Signature (8)
ﬁ’ Amy Wang Adobe Test Statement of Work 05/11/12

,g’ Amy Wang Adobe Test Sales Contract 05/11/12

yé’ tylerccjackson@gmail provision test 03/29/12
yé, tylerccjackson@gmail sample 03/06/12
jg’ Amy Wang amwang test 03/06/12
g’ Celia Anderson Adobe Systems test 01/18/12
.aé, ericwithamy@yahoo.c Test 01/18/12
yé, Amy Wang Self Hello 08/11/11

pujway

» Signed (28)
» Cancelled /Declined (5)
¥ Archived (0) Upload Agreements

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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ACCOUNT MANAGEMENT

ACCOUNT SHARING

Log into your account and go to the Account tab
Under the section Account Sharing, go to View Other Accounts

Add email address i.e. manager’s email
Click ‘Request’

An email will be sent to the email address entered to request account sharing

Personal Preferences
Request To Vi

Signature Preferences
Email Addresses:

Account Sharing

¢ View Other Accounts

ew an Account

Request

Viewing These Accounts

Share My Account

» Amy User 2 Wang (amwang) [cancel]

ACCOUNT SETUP — ADDING USERS

Log into your Adobe EchoSign account and go to the Account tab
Under the section Users & Groups, go to Create New User

Add the user’s email address including first a

nd last name

Check the box ‘View Their Agreements’ if you want to view the activity of their

agreements from your account
Click ‘Create User’

An email will be sent to the email address entered. User will then activate their account.

Personal Preferences

Create New User

Signature Preferences
Email Address

Account Sharing First Name
Last Name
Users & Groups
User Group

View All Users

¢ Create Mew User

Default Group

[View Their Agreements

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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ACCOUNT VIEWING, USERS
View what documents are out for signature, what has been signed, when and by whom

ACCOUNT VIEWING, MANAGERS

Administrators can also go to the Manage tab to view document statuses for their team
members. Select “Filter by Document Owner” and chose the agent whose contracts the

Manager wishes to view. This assumes that account sharing has been setup ahead of time.

SUPPORTED FILE FORMATS

EchoSign supports the following file formats:

e PDF

e Microsoft Word (.doc and .docx)

e Microsoft Excel (.xls and .xIsx)

e Microsoft PowerPoint (.ppt and .pptx)

e WordPerfect (.wp)

e Text (.txt)

e Rich Text (.rtf)

e Graphics (.jpg, .jpeg, .gif, .tif, .tiff, .bmp and .png)
e  Web (.htm or .html)

You can also upload files directly from your Google Docs, Dropbox, Box.net, or Evernote
accounts.

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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TROUBLESHOOTING — SEND

CONFIRMING THE DOCUMENT HAS BEEN SENT

EchoSign offers several ways to confirm that your document was sent for signature:

1. Check your email inbox for an email titled ‘[Document Name] has been sent out for E-

signature’

2. Onthe Manage tab, highlight the document and check to see if a thumbnail of the

document is visible.

Amy Wang | giign Out | Get Help
| Manage ‘

Filter by Person or Company 5‘ Filter by Status 5‘ Filter by Document Owner i-_wj‘ | Search documents, recipients & notes | & Start Over: Reset Options
tile ’ &) print &3 Enlarge ) POF @ Cancel

"‘. EchoSign

Document Exchange
Adobe

Reports Account

‘Show Quick Start Guide |

Name Company »

¥ Waiting For Me to Sign (5)

A Amy Wang amwang

A& Amy Wang amwang test 02/27/12

A Amy Wang amwang test 02/27/12 Replace Sianer
Adobe Systems Tryit - Sample Corporate Complian 10/10/11

¥ Waiting For Me to Review (1)
Amy Wang review Press release 10/10/11
» Draft (2)

¥ Out for Signature (8)
Adobe Test Statement of Work 05/11/12

Adobe Test Sales Contract 05/11/12
4, Wlerccjackson@gmail provision test 03/29/12
_,g’ tylerccjackson@gmail sample 03/06/12
4, Amy Wang amwang test 03/06/12
A, Celia Anderson Adobe Systems. test 01/18/12
_,g’ ericwithamy@yahoo.c Test 01/18/12
A, Amy Wang Salf Hello 0B/11/11
» Signed (28) ¥
» Cancelled/Declined (5)
¥ Archived (0) Upload Agreements {4

'] statement of work

Acme Corp Sales Agreement 02/28/12 From: Amy Wang (Adobe )

To: Amy Wang (Adobe Test)

Date: 05/11/2012 1:30 PM

Amy W test 02/27/12

A Ay Wik amwang - Gl Status: Out for E-signature ~
A
v

Message: Please review and sign this

3. Click the grey History tab and see if the document was sent

= Hi Audit Report
:= History (& Audit Report

» gl Document created by Amy Wang
(amwang@gmail.com}
May 02 8:56 pm

» [ Sent out for signature to
tylerccjackson@gmail.com
May 02 8:57 pm

=
1)
=
=
=
(=8

. (@ Waiting to be signed by
tylerccjackson@gmail.com
Replace Signer

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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RECIPIENT HAS NOT RECEIVED THE DOCUMENT

1. Please have the recipient check their email spam filter to confirm the document was not

flagged as spam. To avoid this issue going forward, have them add

echosign@echosign.com to their email provider’s white list or to their own email

address book.

2. Gotothe Manage tab and send a Reminder. This will resend the document to the

recipient.

« Create a Reminder

Who do you want to Remind? [?]
O Myself O Amy Wang
Send the Reminder:

@ Right Now

Q Every [ Day B‘ Until Signed

Add a Note:
= Write a message here. E.g. Please sign, must
renew, execute option, terminate deal

Set Reminder

Preview Reminder

START USING ADOBE ECHOSIGN

Start using Adobe EchoSign to experience it for yourself. Send an agreement now and see how
Adobe EchoSign can transform the way you do business and get contracts signed.

Copyright ©2012 Adobe Systems Incorporated. All rights reserved.
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	SIGN

	Signer receives email notification about document to sign.
	Signer signs effortlessly from any web browser on any device.
	FAX SIGNATURES
	TRACK & MANAGE

	HOW TO USE ECHOSIGN
	EchoSign is the web’s #1 electronic signature service allowing you to get your documents signed in minutes rather than days. EchoSign accelerates your document signing process with instant fax or e-signatures, tracks your team performance and their contracts’ status in real time and stores all your signed agreements.  Learn more on http://www.echosign.com
	WATCH A VIDEO

	Watch this video to get a quick overview of how easy it is to use Adobe EchoSign:
	http://www.echosign.com/public/static/echoSignVideo.jsp
	SIGN UP FOR WEBINAR

	Sign up for the Adobe EchoSign webinar to learn more about the benefits of using the service:
	ADOBE ECHOSIGN SUPPORT PORTAL

	Visit the Adobe EchoSign Support site to access many resources and helpful information including FAQs, Knowledge Base Articles, and Support: 
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