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Part 1: Setup

[ Only Editor and above users with eSignature action and Admins.

n Navigate to the document to be @ Dashboard
signhed in Documents or
Documents Library.

D Documents

a Right-click on the document line, or click on the
ellipsis, to open the Document Actions menu.

L 8l Template .

a Select Send for eSignature.
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Set the eSignature Type to either a Add signatories by drag-and-

concurrent signatures (“Parallel”) or drop from the left to the right
specific order (“Serial”). column.
Click OK to Finalize.
Send For ESignature X
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Part 2: Sighing

a Each signatory will receive an email inviting them to
sign the document, including a quick access link.

Please sign 'CLO_Checklist_Clinical Operations List of Sites_10/11/2024"'

&
= - - trialinteractive.com 192
Toe @L Fi

L "m == sent you CLO_Checklist_Clinical Operations List of Sites_10/11/2024 from St
= oy wom QDMS - Training Room
Flease review and complatj_checklist_clinical Operations List of Sites_10/11/2024

Click here to review and sigit CLO Checklist Clinical Operations List of Sites 10/11/2024 I

If you require OQDMS support, please emailisos po o npennp . e .
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] ) ) ' . = eSignature Type Parallel
Users will find a Signature section in | e T W Sty
- eSignature Status ® Waiting for signers
the metadata panel. : —
Selecting a Reason is required. R—
&
Reason* - --=-=== |
V I Content Approval v |
a Clicking Sign Document will open R
an authentication window.

a Insert your username and password Please Provide Your Credentials %
and click OK.
This will sign the document. (Co o= ——--——-—--- -~
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name@mail.com
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eSignature Type Parallel
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e5ignature Status

m Signature progress is shown in the
document’s metadata panel. =+ = |

1 O admin n Signed
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