Get started with Assently

Log in to Assently:

Go to: app.assently.com
Enter your email and password. If you don’t remember your

password, click Forgot your password? to restore it.
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Start from a template

Multiple engagements? You can quickly create separate accounts for other businesses and organisations that you represent.
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Start page

When you log in to Assently you will get to a start page.

1. Start. You can always press here to get back to the start page, this page.

2. Cases. Click here if you want to get to the Case Archive, that is, all cases.

3. Templates. Click here to access all available templates.

4. Your name is displayed here.

5. The name of your account within () is displayed here

6. If your signature is expected on several cases, you can click here to get a summary and sign all
documents.

7. Send a document for signature, this button is used to send a case from the default template.

This is the most common way to send a message.
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Send a case

A. Send a case from the start page. Press the blue button at the start page.

1. Upload the document you want to send out.

2. To add more documents, select it here.

3. Decide how many parties will sign the document. If only one person will sign, you must

delete a party. Otherwise, the Send for signing - button will not be green and the case will

not be able to send out. If you want more people to sign the document, select Add a party.

You can add as many parties as you want.
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Setaname  Document DRAFT  Settings

B Select a document for signing [l

or drag and drop it here

3. 2. © Add more documents = ¥
Parties Show optional fields
-~ &~

O Open party me Name

[) Show Internal Information ﬁan E-mail

Language Svenska '
| Remove party

-t Add party
Parties can sign using: Touch, Sms change

Preview @ Saved
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B. Send a case from a template. Press Templates, select template and

press Create Case

@,’ stently Start Cases

Test template TEMPLATE
0 documents, 1 party

= | Test template TEMPLATE
1 document, 1 party
Web Automation Enabled

Templates

Templates ..
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© Create case
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Send a case

You then end up on the case page, see alternative A. The only difference is that the case is already named after the template.
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Test template

Form DRAFT  Settings

B Select a document for signing

or drag and drop it here

© Add more documents

Parties Show optional fields
ad~ -~

Name Name

E-mail E-mail

&t Add party

Parties can sign using: Touch change

Send for signing [ GYEY @ Saved
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Case settings

« Marita Rickman (Maritas testkonto) v

1. Parties can sign using. Here you choose which method or methods the parties should

Set a name Document DRAFT Settings

be able to sign with. E-identification (Bankid), Touch screen and SMS. You can allow those
who are to sign the case to use different signing methods; e-identification, SMS and touch

Parties can sign using 1 Access Control
screen signature. However, you cannot control which method a certain person should sign Electronic ID Standard ‘| 2
W|th . SOk Signature Requests are always protected by strong passwords unique to

Sms each party, sent via email or sms. This setting allows you to implement
additional access controls.

Depending on which of the methods are allowed in the case, different

methods are shown: Internal Visibility

Visible to other agents v 3.

e |f e-identification is allowed, in combination with both or one of the other options, the Extras 4.

[J Parties follow a signing order [J Enable PDF form fields

e-identification option is always displayed first.

) Show Company Name for each party Lock PDF form fields when sending the case

e |f touch screen + SMS is allowed, the SMS option is only displayed if the case is opened T — Perform an Identity Check by capturing picture ID
on a device without a touch screen, and the touch screen option if the case is opened on
a device with a touch screen.

2. With Access Control, it is possible to ensure that only the right person can open the agreement, by allowing the person to identify themselves with e-identification or
verify their identity via text message, before they have access to the document to be signed. You need to enter the social security number or mobile number of the

people who will sign.

3. Visibility means that you make a case private so that some agents cannot see the case. For example, not all agents in your account should be able to read all
agreements. The default setting is that all templates and cases are visible to all agents in the account. Administrators also see other agents' private templates and cases,
while IsolatedAgent cannot see anyone else's cases, regardless of visibility of cases and templates.
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Case settings

« Marita Rickman (Maritas testkonto) v

4. EXtraS . Set a name Document DRAFT Settings

a) Parties follow a signing order. With the function activated, the signing order is displayed with a

number where party 1 signs first. To control the signing order, open the settings menu for a party and S e o
. . Electronic ID Standard v| 2.
choose whether the person should sign earlier or later. Touch

Signature Requests are always protected by strong passwords unique to
Sms each party, sent via email or sms. This setting allows you to implement
additional access controls.

b) Show Company Name for each party. If you want the company name to be visible, you must activate Internal Visibility
Company name specified for the parties in the settings for the case. This free text field can also be used Visible to other agents v| 3
for other purposes such as position etc.
Extras 4.
[} Parties follow a signing order () Enable PDF form fields
c) Disable party question. If a party has a question regarding the case that has been sent out, he or she O Show Company Name for each party Lo FRGfomiioics Wi aanding fho case

O Disable party question Perform an Identity Check by capturing picture ID

can choose to ask a question before signing, which is sent to the administrator. If this box is checked, the

parties can NOT ask any questions.

d) Enable PDF form fields. If you are going to send out a case where the parties should be able to fill in fields, a pdf with fillable fields must be created in any pdf
editor BEFORE it is uploaded in Assently. When you have uploaded the document, this box must also be checked in order for the fields to be fillable.

e) Lock PDF form fields when sending the case. If you as an agent only want to be able to fill in the field but not the party, you tick this box. This means that you can

fill in the fields that are needed, but when you send out the case, the fields are locked so that the parties can NOT fill in the fields.
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Case settings

5. Messages:
a) Notification methods. Here you choose whether you want to send the case to the parties via E-mail, SMS or both.

b) When a case is sent. Send invitation to sign to the parties. If you want the invitation to be sent out, this box must
be checked. You can customize the message before sending it. You can read more about it here:
https://support.assently.com/hc/sv/articles/204869875

c) If you recall a case. Send notice of recalling to the parties. If you need to make a change in a sent case and

have to recall it, a message will be sent to the parties if this box is checked.

d) If a party rejects the case. Notify me. When this box is checked, you as the agent will receive a message if

a party chooses to reject your case.

e) When all parties have signed.
Notify the parties. When the case is sighed by all parties, a message is sent to the parties with a link to the case if this

box is checked. You can also customize this case, see article above.

Notifications 5
Notification Methods
E-mail [J SMS

When the case is sent

Send a signature request to parties

Customize message

If you recall the case

[[J] Send a recall notification to parties
If a party rejects the case

Notify me

When all parties have signed

[CJ Notify parties
[ Notify me

Signing deadline &

No deadline change

Automatic deletion 10

Completed case will be retained forever.
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Include this note in the signature request 6

Display Language
Svenska v

Determines the default language for signing instructions and the language
used in e-malil and text notifications. Display language can also be set for
each party.

Automatic Reminder Y

No reminder change

Additional stakeholders to notify when all parties have signed '/

E-mail () Attach signed document = Add

f) Notify me. If this box is checked, you as an agent will also receive a message when the case is finished. If you are one of the signing parties, it is sufficient that the

previous box is checked, otherwise you will receive double emails.
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Case settings

6. Include this note in the signature request. You can add your own message to the parties. You

can read more about it here: https://support.assently.com/hc/sv/articles/204869875

7. Display language. Specifies the language for the instructions to the person signing and the

language used in the e-mail and text messages. Languages can also be set for each party.

8. Signing deadline. If you do not want a document to be signed after a certain time, you can
set a fixed date and time or a time period by specifying a certain number of days when the case

deadline expires.

Meddelanden
Aviseringsmetoder
E-post [] SMS

Nar arendet ar skickat

Skicka inbjudan att underteckna till parterna
Anpassa meddelande

Om du aterkallar arendet

Skicka meddelande om aterkallelse till parterna
Om en part avvisar arendet

Meddela mig

Nar samtliga parter har undertecknat

Meddela parterna

Anpassa meddelande
Meddela mig

Tidsfrist for undertecknande &

Ingen tidsfrist &ndra

Automatisk borttagning
Fardiga drenden kommer att behallas fér alltid.
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Meddelande till parterna i inbjudan att underteckna &

Sprak
Svenska v

Anger sprak for instruktioner till den som ska underteckna och det sprak
som anvénds i e-post och textmeddelanden. Sprak kan ocksa stéllas in
for varje part.

Automatisk paminnelse 9

Ingen paminnelse dndra

Ytterligare personer som ska meddelas nér alla har undertecknat

E-postadress < L&gg till
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Case settings

9. Automatic reminder. You can set when the system should remind parties who have not signed the

case. The system only reminds once, then you must send out manual reminders.

10. Automatic deletion. By default, cases are saved until you delete them.
If you want completed cases to be deleted automatically after a certain number of days, you can set
a retention period after which the case will be deleted automatically. You can set the retention

period at the account level and at the template level. When a case is deleted, it is gone forever.

11. Additional stakeholders to notify when all parties have signed. You can add one or more email
addresses to be notified when the case is signed. Examples of this could be that the HR department

wants copies of all signed employment contracts or that they want to send a copy to an external

Meddelanden
Aviseringsmetoder
E-post [] SMS

Nar arendet ar skickat

Skicka inbjudan att underteckna till parterna

Anpassa meddelande

Om du aterkallar arendet

Skicka meddelande om aterkallelse till parterna
Om en part avvisar arendet

Meddela mig

Nar samtliga parter har undertecknat

Meddela parterna

Anpassa meddelande
Meddela mig

Tidsfrist for undertecknande &

Ingen tidsfrist andra

Automatisk borttagning
Fardiga drenden kommer att behallas for alltid.
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Meddelande till parterna i inbjudan att underteckna &

Sprak /
Svenska v

Anger sprak for instruktioner till den som ska underteckna och det sprak
som anvénds i e-post och textmeddelanden. Sprak kan ocksa stéllas in
for varje part.

Automatisk paminnelse 9

Ingen paminnelse dndra

Ytterligare personer som ska meddelas nér alla har undertecknat

E-postadress < L&gg till

CRM system. If you are creating a template for this purpose, then keep in mind: If you have created a form template, you need to log in to

the system first before you can see the agreement. If you do not want the person to have to log in to the system and have direct access to

the document, you choose document template.
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Delete a case

Open the case, press the button with three dots... Choose Delete. Alternatively, click on the white arrow next to the case in the list,
select delete

Test tacksida

Blankett UTKAST Instaliningar

B Vilj ett dokument som ska undertecknas

eller dra och sl&pp hér TeSt

© Lagg till fler dokument n T t

UNNAMED

Parter Visa valfria falt = OS pefson. f J - -1 - L
ad~ av | }

Namn Namn

E-postadress E-postadress Edit ’
Send for signing |

-t Lagg till en part
Delete

Parterna kan underteckna med: Pekskadrm andra

Skicka fér undertecknande | e @ Sparad
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o+ Add party

Parties can sign using: Touch change

Send for signing

Preview Send and open Convert to template Delete e

This case was created from a template. Show template

(In the same way, you delete a template.)
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