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Managing members

Members

● Invite new members - Allows you to invite 
new users into your organization

● Invite new members via CSV - Allows you to 
invite new users in bulk 

● Filter by status - Lets you filter users based 
on their status (Invited, Active, Suspended)

● Filter by team - Lets you filter users based 
on their assigned team(s)

● Filter by role - Lets you filter users based on 
their role (Admin, Member, Member Lite)
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Managing members

Members

1. Hover your mouse over the user you want to 
manage

2. To expand the action menu, click the arrow 
located on the right

● Suspend - Blocks the user’s access to the system 
(can be restored at any time)

● Change role - Change the user’s assigned role 
(Admin, Member, Member Lite)

● Logout all sessions - Logs the user out of all 
devices and sessions

● Delete user - Permanently deletes the user 
● Show audit logs - Filters out all logs performed 

by the user

Managing users
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Managing members

Members

1. Click on “Invite new members”
2. Enter user details into Email and Name 

fields
3. Select their Role
4. (Optional) Add other people you wish to 

invite
5. Click on “Invite”
6. The user will receive an email with an 

Invitation link
7. The link will guide the user through the rest 

of the registration process

Inviting new members
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Managing members

Members

1. Click on “Invite new members via CSV”

2. Upload a CSV file (Drag&Drop, or Click to 
Browse) 

(The file has to contain at least Name and Email 
address of the new users)

Inviting new members via CSV
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Managing members

Members

3. Parse the file to extract all necessary 
information

4. Click on “Next”

Inviting new members via CSV
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Members

5. Map the fields by dragging the fields from 
the right column (parsed from the file) to 
corresponding fields in the left column

6. Click on “Save” to send the invitation email

Inviting new members via CSV
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Members

1. Under the member’s actions select “Delete 
user”

2. If you wish to preserve the user’s 
documents, select a user to which these 
documents will be transferred

3. If you don’t need the documents preserved, 
select “Don’t transfer” to permanently delete 
the documents

4. Click on “Delete user”

Deleting users
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Managing teams

Teams

1. Add new team - Lets you create a new team 
and assign members to it

Users can be part of multiple teams.

2. Team management options - Actions that 
can be used to manage the teams

Legend
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Managing teams

Teams

1. Click on “Add a new team” 

2. Enter Team name and (optionally) a 
Description

3. Click on “Continue”

4. Assign users to the team using the Add 
button on the right or search for specific 
users

5. Once done, close the window using the X 
button in the top right corner

Add new team
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Managing teams

Teams

1. Hover your mouse over the team you want 
to manage 

2. To expand the action menu, click on the 
arrow located on the right

● Manage team members - Add or remove 
users to/from the team

● Edit details - Change the team details 
(Name, Description)

● Delete team - Completely delete the team 
(Does not delete the users)

Team management actions
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Organization Settings

Organization 
Settings

● General
○ Organization - This section 

contains general settings for your 
Circularo organization

○  Language & Region - Here you 

can change default settings for all 
new members of your organization
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Organization Settings

Organization 
Settings

● Documents
○ Fields & Annotations - This 

section contains default settings for 
documents

○ File & Sharing - Here you can 

control the behaviour for uploading 
and sharing files
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Organization Settings

Organization 
Settings

● Workflow
○ These settings control the 

behaviour of the signing 
process

○ Some of these can be changed 
in individual signing processes
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Organization Settings

Organization 
Settings

● Signature
○ Signature - Settings related to 

creation and filling out of signature

○ Stamps - Settings controlling 

personal and organizational stamps
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Organization Settings

Organization 
Settings

● Security
○ Login & Authentication - Here 

you can choose to enforce MFA for 
users

○ Password - These settings control 

the usage of passwords for login

○ Account - Here are some other 
settings related to user accounts

○ Registration - Decide whether 
registration to your organization is 
allowed, and if so, how exactly.
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Organization Settings

Organization 
Settings

● Emails
○ SMTP - Email servers can be 

configured here
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Billing and Usage

Plan

● User limit - Shows how many users from 
your plan you have used up

● Transaction limit - Shows you how many 
transactions from your plan you have spent

● Storage used - Show how much storage you 
have left

● Users overview - Shows how many Regular 
users and Lite users you have 

● Contact us - Lets you write us a message or 
any questions you might have

Legend
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Audit logs

Audit logs

● Individual logs - Each log shows one action 
or change in the organization

● Add filter - Use filters to look up specific logs 
or information

● Refresh - Refresh the page to show the 
most recent logs

● Export - You can export up to 10 000 latest 
logs in a CSV file

Legend



www.circularo.com


