Sertifi Tutorial

Overview: Sertifi automates the process of sending and obtaining documents for approval
and signature. A completely web based solution, senders and signers can send, sign and
store documents through their web browser.

Signers:

Signing a document with Sertifi is easy:

1.) Receive email requesting your approval / signature. Follow instructions inside the
email

B Microsoft requests your signature

File Edit “iew Toolz WMessage Help

g« & v8 :%X @@ Wy

From: John Stojka
Date: Monday, August 06, 2007 11:04 AM
To: istaka@sertifi.com

Subject:  Microsoft regquests your signature

John Stojka has prepared documents for your signature named "Advocate”

The Microsoft electrome signature solution allows you to sign and retneve documents m an electromc and paperless
environment. It's easy and secure to sign documents

Click the link below to view and sign the prepared documents or cut and paste the following TTRL in your browser
huttp b sertifi iovosaftip mail=PrERExOR4iqzH k3127 v dh HABp WEC: de=K SEy32TEHICS 5021 vi3

Powered by Sertifi Trst Services COnling Signature Sohution. To learn more visit http:ffararer sertifi.com.

2.) At the bottom of the document you will see the Sertifi approval box. Users can

add “fields to the box” such as “approve or disapprove” these fields will be stored
with the documents

Sign This Document

Please complete the information bhelow

: agree to the Termnz of Service,
Email address: |

I:‘ 1 acknowledge that I am applying a

: legally binding electronic signature in my
Mame To Sign: rame tao thiz docurment, and I have read and

‘ Sign aeéb-mically | | Print, Sign & Fax I

Cecdine to Sign




Senders

Sending out a signature request is easy. Log into
www.sertifi.com/cap/state (Ex: www.sertifi.com/cap/alabama)

|| Civil Air Patrol Electronic Signing ... Q

= - Electronic Signing Service
Civil Air Patrol L i

Welcome to our Electronic Signing Room Email:

we have prepared documents for your Fassword:

If you already hawe a Sertifi account you can log in here

Forgot your passuord? Click here

In order to provide speed and convenience we offer the ability for you to complete and sighndocuments
electronically by utilizing our secure e-sign room technology.

It's fast, easy, and secure to sign documents. To get started simply:

(1) Create and verify your account,
(2) Review documents and fill in any forms required.
(33 sign electronically or print, sign, and fax documents to our automated service.

T Click here if you forgot
1f you already have an account please log-in. you r password

Setting up the transaction:

Sertifi enables you to send multiple documents out to multiple recipients. To setup a
transaction three pieces of information are needed: file name; email addresses and the
document or documents you will be sending

1.) From your login- click “send a signature request”

& Civil Air Patrol Eo-tifi

TRUST SERVICES

Electronic Signing Service

Logged in as jstojkai@sertifi.com [ Logout ] FAQ - Support

Administrative Page
This is your starting point for quickly setting up customer transactions.
Send a Signature Reguest | Transfer/Share Files *Beta | Administration | Sertifi

* Send a3 signature request
* View my files

* Files requesting my signature {Currently 2 documents)



2.) Enter the “file name” and email addresses of who you will be sending the
document to.
IMPORTANT: If you would like to collect comments from the approvers, you must add
an additional comments field:

g C_ _I A. P I Electronic: Signing Servi
& ivil Air Patro ﬁné-r‘ tif

Logged in as jstojka@sertifi.com [ Logout ]| FAD - Supgn
Create a new signature request

File Details - (Step 1 of 3

File Details * denotes a reguired field

" File name:

* Enter email addresses
of users reguired
to sign this file:

Separate emails with commas
CCto emails:
(Maon-signers)

Separate emails with commas

Cosgign: 1 1wantto cosign all documents in this file

Allow dacuments 1o O Electronicaly

be signed: (8] Print, Sign, and Fax

@ Either Electranically ar Print, Sign, and Fax

For additional authentication would you like to add a group password
thatyou distribute and users must have to sign the document?

Cves @ Mo

Group password:

Would you like to add additional signature fields?
Current fields are Mame and Email

O ves @ Mo \
Additional fields:

You can add additional fields
that “approvers” must
complete before they approve
or sign. If you would like to
collect “comments” you may
add it here

This Iast figid is for longer responses

3.) Upload your document from your computer. Users
Can also upload “reference documents’ that are not signeu
Or need to be signed but available for the signer to reference.



Electronic Signing Service

Sertifi

Logged in as jstejk@@sertifi.com [ Logout ] FAL - Support
Create a new signature request

File Details

File Contents -

(Step 20f3)

File Contents

Forms

Place a check for each form to include in this file.
Forms can be filled out either by you andfor your customers.

Documents

Upload any additional docurnents from your computer to place in this file
Docurment Title

13 Erowse...

2 Browse

— Upload reference documents
o [Bewe.) | ] that are not signed but

. Browse.. ] | viewable for signers to

Reference Documents / refe rence

[ check this box ifyou will be uploading any reference documents

T |

4.) Click finish. You have completed the transaction!

g Civil Air Patrol Electronic Signing Service
a ;i Vi Ir Fatro B e pun
v 5 Eertifi

TRUST SERVICES

Logged in 25 jstoika @sertifi.com [ Logout | FAQ - Support
Create a new signature request

File Details

File Contents

Verification iStep 30f 3)

\

Verification

“erify your selections helow:

File name:|[John

Send to ils:|[istoika@sertifi carn

Second Si

CC to emails:

Allow
to be si d.

Either Electronically or Print, Sign, and Fax

ID theck:||No

Group

Additional Fields:

Forms:
Doc e
Reference Doc
Invite Tes

Invite Email

PV | T




Manage Your Transaction

Sertifi enables you to manage all of your documents you have sent out for approval.
Sertifi enables you to:

e View activity. See who has clicked on the link inside the document and who has
an has not signed

e Upload documents to your current transactions. You can add existing documents

or replace the documents your have sent

Retrieve signed and unsigned documents

Invite users to sign again

Close the transaction and “remove” anyone who has not signed

Archive the file

View Activity

g C. .I A. P t I Electronic Signing Service
3 s Civil Air Patro SR

Logged in as jstojka @sertifi.com [ Logout | FAD - Support

Administrative Page
This is your starting point for quickly setting up customer transactions.

Send a Signature Request | Transfer/Share Files *Beta | Administration | Sertifi

Click *
* Send a signature request 0
o Yiew my files - I\:/|I|eevsv”my

s Files requesting my signature (Currently 2 documents)



a Civil Air Patrol

Electronic Signing Service

Bartifi

TRUST SERVICES

= Goto Administrative Page

My Files Views Archived Files
File name Dnvner Signers
John jstojka@setificom jstojka@seificom
Testwith hillie jstojka@sertifi.com WEAVEIEDW AW CAPD. GOy

Decline to sign jstojka@sertifi.com jstojka@sertifi.com

akhdgeap@aci.net

EHpEHEE REpa i timccabel @msn.com

jstojka@sertifi.com

Test Invoice errNgllerd@alrcap.goy  jstojka@sertifi.com

Click on file to get more detail — who has
signed, who has not signed, who has
opened the email

|Civi| Air Patrol Electronic Signing Room E

Civil Air Patrol

Ly e
Lk

Logged in as jstojka@sertifi.com [ Logout 1 FAQ - Suppod

Created on Fending Completed
08/02/2007 01:50 PM i 1
CET

08/02/2007 01:42 PM 0 0
CET

O7/26/2007 02:09 PM ’ 0
CET

07/26/2007 01:58 PM 0 1
CST

07/18/2007 01:36 PM i 1

Files that have not been
signed by all parties

Electronic Signing Service

Bertifi

THUST SERVICES

= Goto Administrative Page = Goto My Customer Files

File: Test with hollie

Logged in as jstojkai@sertifi.com [ Logout | FAQ - Support

—Signed documents

[Edit - Remove - Ihwvite ] Signed 0 of 1 Last Invite: 08/022007 01:42 PM CST

X

—File Maintenanc

[ Inwite All Signers\ ] [Upluad Additional Documents] [ Delete This File

-IMPORTANT

Remove users — must remove all users
who have not signed to show
“completed contract”.

Status of
: document
@ Test Document declined. o .
< Declined or
Signed ”
—Participants .
- Last visit
— di
Add Farticipant / dISpIayS when
& wawa@wawg.cap.gov  Signer Last Visit: 08/03/2007 02:44 PM CST users have

clicked on the
link in their
email
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