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Members

Legend

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

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

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

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

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

Members

Fiter by status | | Filter by team Filter by role

FULLNANE
GabrielJohnson
Emm Vance

© oo

© crorie acoms () I

o Adrian Smith

Signature | | Initials | | Registered on

EMAIL o

gabrieljohnson@circularo.com

emmalinevance@circularo.com

dorcas meadows@circularo.com

charlie.adams@circularo.com

adrian smith@circularo.com

ACCOUNT STATUS

Active

Invited

Active

Active

Active

MEMBERSTOTAL  ACTIVE
2 ®

Showing 1
ROLE
Member Suspend
Member Resend invitation
Member Lite (Prepare Only) Suspend
Admi Selectaction v
Member Suspend
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xit administration embers 26 ®5 ®0
2 Members
Invite new members Invite new members via CSV Showing 1- 5 of 6 items

o
Managing users
Filter by status » | Filter by team Filter by role » | | Signature ~ Initials Registered on
@ Auditlogs
& Webhooks FULL NAME EMAL ACCOUNT STATUS ROLE 5]
1. Hover your mouse over the user you want to
Gabriel Johnson gabriel johnson@circularo.com Active Member Suspend v

manage

Changerole >

emmalinevance@circularo.com Invited Member Res

2.  To expand the action menu, click the arrow

Delete user

| ocate d ont h e ri g h t O oo dorcasmeadows@circularocom  Active Membes Lite (Prepam 0N

Show audit logs

° Suspend - Blocks the user’s access to the system © coreroons I cwrieodomsdacurocom e Adri S
(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

Circularo © 2026 @

devices and sessions
° Delete user - Permanently deletes the user
° Show audit logs - Filters out all logs performed

by the user
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Add new members

Members

Invite people to join Circularo so that you can all easily collaborate on tasks and documents with other members
of your organization. You can always add or remove members later at any point in time.

Inviting new members

Email Name Select role

Member v

1. Click on “Invite new members” =)
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
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Upload a CSV file with contacts

Members

Inviting new members via CSV

Drag and Drop files
or

1. Click on “Invite new members via CSV”
R0 )
Not familiar with this data format? Download a blank CSV template to use here.

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)
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Members

Parsing

I nviti n g n ew mem bers ViCI CSV This import does not have any specific formatting options.

Show advanced parsing options

Preview
3. Parse the file to extract all necessary DRk s s
Circularo Adelaine Lewis adalaine.lewis@:

information

Benjamin Smith smith.benjominG

Susan Black black susan@circ

4. Click on “Next”
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Members

Inviting new members via CSV

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

@ circularo .

Mapping

Mapped fields

Email address™
Name™

Role

®To perform field mapping, sin

Unmapped fields
Mail x Company
Drop fields Fulname

Drop fields Language

Mail
Phone
Timezone

mply drag matching fields from the right column to the left column.
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Members

Deleting users

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”

@ circularo .

Delete user?

Permanently delete Training User's account? Once deleted, Training User won't be able to access their account
and all their documents & related data will be lost unless transferred to another member.

Transfer documents to someone else?

@ Tronster Dot transter

Select the user you want to transfer the user's data to
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Teams

Legend

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

@ circularo

Exit administration Teams

Add new team Showing 1 of 1 item
& Auditlogs TEAM NAME DESCRIPTION MEMBERS B
CEO Office 3+ Manage team members |

Edit details

Delete team
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Add members to Public Relations

Teams

Select people that should become members of this team

Add new team

o Training Admin Add

° Training User A

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
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I e a m s Exit administration Teams

2 Members

Showing 1 of 1item
& Teams

& Settings

Team management actions

= Billing & Usage

& Auditlogs TEAM NAME DESCRIPTION MEMBERS B

1. Hover your mouse over the team you want

3+ Manage team members | v

to manage .

Delete team

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

e Manage team members - Add or remove 7
users to/from the team .
e  Edit details - Change the team details
(Name, Description)
e Delete team - Completely delete the team
(Does not delete the users)
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@ circularo o B e
[ ] [ )
rganization
o Organization Organization name
3 Settings
| @ General URL
[ Documents https://test.circularo.com/ Edit
° General .
= Plan

Default system language

o Organization - This section S Language & Reglon

Englsh v
. . £ Webhooks
contains genercll Sett|ngs for your
. . . Date format
C|rCU|GrO OrgClnIZthon 18/06/2025 (d/MMyyyy) -

Time format

o Language & Region - Here you sz ;

can change default settings for all

new members of your organization
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[ ] [ ]
rg aniza t ion | | B
S t t ° e Fields & Annotations Allow drawing @
%2 Teams
e I n g s 8 Settings Disabled other fields Siiack
2 e
| O Documents QR code redirects to:
Workflow Verification page *
° Documents 0 seary
. Embed link [ @)
o Fields & Annotations - This o) o
. . . & Webhooks ‘Where should the embedded link redirect to?
section contains default settings for ertcaionpoge .
documents
Detect signature fields [~ @)

o  File & Sharing - Here you can — @

control the behaviour for uploading

and sharing files
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Organization
Settings

e  Workflow
o  These settings control the
behaviour of the signing
process

o  Some of these can be changed
in individual signing processes

@ circularo

Exit administration Workflow

Workflow

rel © 2025

Signing order

Changeable signing order

Enable recipient editing

Before the recipient hos signed

All recipients in a group have to sign

Recipients can repeat in the signing process

Default recipient rights

e —
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Organization
Settings

e Signature
o  Signature - Settings related to

creation and filling out of signature

o Stamps - Settings controlling

personal and organizational stamps

@ circularo

Exit administration Signature

2. Members
Signature
Teams
€3 Settings
General

Documents

| O &

Wordiow

| & Sgnotre
O secury
2 Al provder
& Enaits

Biling & Usage Stamps

Auditlogs

£ Webhooks

Allowed types of signatures

Wacom, Mobile

Allow multiple signature fields to be filled out at once

Signature envelope

Allow organizational stamps

Allowed for specific users and groups

uit: Drawn, Typed, Uploaded.

Select
Select
v Edit
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L] [ ]
rg anization | | Y
S tt ) Login & Authentication —
e I n g s % Settings Enforce MFA B
o s e fm i il s e iy s Bl
° Security I Passurord s s e e Y :
o  Login & Authentication - Here
you can choose to enforce MFA for Account et tmeout
1 Month v
users & Webhooks e :
Uneditable user details Select
o Password - These settings control i
the usage of passwords for login e i e 5 e A BRI =
Circularo © 2026 @

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

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

° Emails

o SMTP - Email servers can be

configured here

@ circularo

Exit administration Emails

) Members SMTR

Teams

&8 Settings
5 General
O Documents
= Workdiow
Signature
Security
2 Alprovider
| &= Emais

Billing & Usage

Auditlogs

SMTP enabled
Enoble SMTP (Default: Ve

Mailing provider

Plain SMTP
Host
Secure

Yes

Sender Name

Authentication Method

Basic Authentication (Username & Password)

Username

Sender Email

Password

(s

Charlie Adams <
harlie adoms@circularo.com
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P I a n Exit administration Billing & Usage
X Promo Change plan
il Business
Legend i/ BNng A sage orgunimmmchunie=
e User limit - Shows how many users from i
your plan you have used up 45.5M8
e Transaction limit - Shows you how many
transactions from your plan you have spent =
e Storage used - Show how much storage you
have left s ' R )

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

e Contact us - Lets you write us a message or
any questions you might have
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[ ]
U I t o g s Exit administration Audit logs

iMarmbs Performed by Add filter Showing 1-7 of 2120items = < Refresh & Export

Tea
@ Setings PERFORMED BY CHANGE SUBJECT EvenT oETALS @

Legend A
- Settings
: Chorke Adams oz 37344 Edited Added: smtpCredentials
& Auditlogs S 61057 AM | Cze fbc7bal 1b
Charfe Adams ser Lsdin Login successful

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

Chirde Ao i e oy DOCEER Thumbnail updated Success: Yes

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

Chariie Adams Type: email
2910472026 10:45 AM Template: New signature request

Notification Sent

ChareAdams ~ Document Document content extracted Stotus: Frshed

Subscription Used

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

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