DocuSign Steps

This document provides instructions on how to upload the OAF and SOW and send for signature via DocuSign.

In the Details section of the Quote, update the following fields:
1. Quote Valid From: Update this field with today’s date (should be based on when the quote is sent to the

Update “Quote Valid From” and “Quote Valid To” dates

customer).

2. Quote Valid To: Update this field to 30 days from today.
3. Once these dates are added, generate the OAF & SOW again.

Related Details
Primary @ ~
Sales Rep @ ¥ Tammy Narowski

Primary Contact @ Test Test
Active

Customer

Payment Plan

Biling © Quarterly
Frequency

Payment Plan -

Quote Text

DocuSign

Complete

Opportunity Bold Tech-Xenoge Technologies

as 09

Accourt @ Xenog

Type @ Quote

Status @ In Review

Platform @ Manitou

Quotevalid @ 3/13/2023 s
From

Quote Valid To 4/8/2023

Upload OAF and SOW for signature

1. Click on the drop-down arrow and select Send for Signature DS.

Edit Edit Lings Preview Approval

ctivity Chatter

Recall Approva

Oele i
I A Clone with Related

Filters: All

Send for Signature

Generate SOW

Acknowledgemant

2. Click Upload and upload the combined OAF and SOW.

3. Afterupload, click Done.

Add from Salesforce

Upload File

. Bold Technologies - Xenoge Technologies...

4. Click Next.

Bold Group
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Send to Customer for Signature

Confirm the correct recipient displays. Add Recipient
1. Verify the customer’s Name and Email Address. s ey eccrn
2. Click Select.
3. Then click Next.
r)
Add OAF for Signature
1. Scroll down to the OAF signature box. e , =
e | )
2. From the Standard Fields column on the left, drag and & W o ".,' e %
y 08 e ~
drop the following into the Signature Box for the 4 o sones ‘o,
customer, if needed. & e ‘o,
. = \ % J
o Signature — L7 T S——
o Title & T "‘; T
o Date Signed = :
e \ J
3. Click the drop down arrow next to customer name and il

select the Bold contact.

BCLD

GROUP

Bold Group Sales H

“es
“es
B
<I Bold Technologles - Xenoge T

TK Client (|
v Tk Clie

) TKB

Edit Recipients

4. From the Standard Fields column on the left, drag and drop the following into the Signature Box for the Bold
Contact, if needed.

o Signature
o Title
o Date Signed : 3

5. The completed signature box should look like this:

N\

Bl company ‘ /Bma Technologles Ltd. dba Bold Group Xenoge Technologles Test

|

<
les
led

T Text o
Creckbox i

[ oropdovn \ /
® Racio

ol
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Add SOW for Signature

1. Scroll down to the SOW signature box. ST
) Z Signature "

2. From the Standard Fields column on the left, ;08 ma *, 2
drag and drop the following into the Signature i '0.‘
Box for the Bold contact, if needed. (The drop 2 ",' s
down menu will default to the Bold contact.) S erai *s,

o Signature Company o s rechnolopies dbaBoldGroup  Xenoge Techmalogies Test
o Title i H
o Date Signed T Ten

Checkoox [Eate siged)

[Z] oropgown

3. Click drop down arrow next to Bold contact name and select the customer’s name.

4. From the Standard Fields column on the left, drag and drop the following into the Signature Box for the
customer, if needed.
o Signature
o Title
o Date Signed

5. The completed signature box should look like this:

, 3

Ied| £

Sate Siged

6. Click Send.

SAVE AS CUSTOM FIELD

DELETE

BACK s I+
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Viewing Signature Status

To view signature status, there are two options.

1. Check the Related tab in the quote. Locate the DocuSign Envelop Status and Sent for Signature.

& DocuSign Envelope Status

v Sent for Signature

EverCommerce Ops sent an envelope

Sent

Completed
6 days ago

Status Reason
Sent

Expires

Last Status Update

Mar 24, 2023, 1:09 PM 6 days ago

Viewed

Tk Client has viewed the envelope

Completed

Tk view has completed the envelope

Created

Tk Bold is queued to receive the envelope

2. Quote DocuSign Status Report: Click on the Status column for the latest status.

Report: DocuSign Status with DocuSign Recipient Statuses # EnsbleF
Quote DocuSign Status Report Enable Fi

Total Records

5

DocuSign Status: Envelope# t [¥| DocuSign Status: Owner Name * [¥| | Email Subject | | DocuSign Recipient Status: Name [ | Type | | Last Status Update ¥| Status [*| Expires v

Tk conway (2) Bold Technologies - Xenoge Techn

ologies Test - OAF Tk Bold Signer 2/22/2023, 12:56 PM

clogies - Tk Bald Signer

Technologies - Signer Se
Bold Technologies - nologies Test - OAF CertifiedDelivery Ser 9 PM
chnologies Test - OAF Signer Se 023, 2:09 PM

For a video of this process, click here.
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https://www.loom.com/share/c3d6e4e17163425eb7ad2fa8243bf484

