End User
Manual

Copyright © Circularo



@ circularo End User Manual

Content

e  Setting up your signature
e Uploading documents
e  Signing documents

e Signing as an external recipient



Signature Setup

Copyright © Circularo


https://help.circularo.com/help-center/latest/signatures-and-initials
https://help.circularo.com/help-center/latest/signatures-and-initials

@ circularo = Signature Setup

User Account

Steps . @ e e N =

Admiristration
) Documents

Log out

SIGN NOW WE SIGN THEY

m}

Templates

1.  From the home page, click on your name ¢ e« -
in the top right corner S

= Shared folders

' Starred o

2. Select “My account” o o . ——
) 33 19 0

=

2 Shared

Trash

Reports
Recent activity View activity log
S Contacts
2.days ago - MS Word eSigning Template - sample 5.pcf Charfis Adoms senta reminder
FurEns + doys ago - MS Word eSigning Template - sample 5pdf Chariie Adoms sent a reminder
5 days ago - Shore conceled on et insurance form.paf by Chre Adams
6 days ago - CIRCULARONDA_PARTNER_ENG.paf seen by Gabriel Johnson
davs a0 - CIRCULARO NDA PARTNER, ENG.nd seen by Charie Adams
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Signatures

Steps
1.  From the navigation menu on the left
side, select “Signatures”

2. Click on the empty field to set up a new
signature

@ circularo
Back to Homepage Signatures
2 Profile

€3 Account settings

O security
|
2 Stamps

£ Notifications
b Integrations

E Auditiogs

£ Manage AP keys

@ Storage
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Signature

REATE OR UPLOAD

YOUR E-SIGNATURE

Signature Initials

REATE OR UPLOAD

YOUR E-INITIALS

Enable biometric signing via Wacom tablet
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Signature Setup

Create signature

Options

Type Upload Mobile capture

° Draw
° Type

e Upload

By clicking Save. | agree that the signature and initials will be the electronic representation of my
signature and initials for all purposes when I (or my agent) use them on documents, including legally

e  Mobile capture bl kel snesii i bl
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Draw

Create signature

Steps

Type Upload Mobile capture

Clear

1.  Select your preferred color from the

bottom left selection /

2. Place your mouse cursor in the
signature field

By clicking Save. | agree that the signature and initials will be the electronic representation of my
signature and initials for all purposes when I (or my agent) use them on documents, including legally
binding contracts - just the same as a pen-and-paper signature or initials.

3. Hold down left mouse button and use
your mouse to draw your signature

4. Click “Save”
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Type

Create signature

Draw Type Upload Mobile capture
Steps

. . y Training L Torns
1.  Enter your name in the “Name” field it i i

2. Choose your preferred font from the Training User Training User

selection

Training User Training Usen

3.  (optional) Use the slider to change
®

signature size

i i initials will i
signature and initials for all purposes when | (or my agent) use them on documents, inciuding legally
binding contracts - just the same s a pen-and-paper signature or nitiols.

4.  Select your preferred color from the 00 =

bottom left selection

5.  Click “Save”

Copyright ©Circularo



@ circularo = Signature Setup

Upload

Steps

1.  Obtain a picture or scan of your signature
2. Upload the picture to Circularo

3.  Drag the signature image to fit in the
signature field

4. You can use the slider to adjust the
signature field size

5. Click “Apply”

6. Click “Save”

Copyright © Circularo

Create signature

Type Upload Mobile capture

o 4

ﬂ/@%

By clicking Save. | agree that the signature and initials will be the electronic representation of my
signature and initials for all purposes when I (or my agent) use them on documents, including legally
binding contracts - just the same as a pen-and-paper signature or initials.
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Mobile capture

Create signature

Ste ps Upload Mobile capture
1.  Scan the QR code on your screen using
your mobile device

2. Use the touchscreen to draw your
Scan QR code to draw or capture your signature with your phone.

signature or take a picture of your

signature

3. Onyour device tap “Save”

4.  On the desktop click “Save”
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@ circularo Document Upload

Initiating

New Document

St e p s Choose template
Company memorandum 2025.pdf (Rename]
717KB
1. On the homepage, click “New Document” . sos Compon memorondm - oy err
2. Upload the file using one of the supported [B]) s o rapere

18 fles remaining

‘H VH‘ Save to folders

methods (drag & drop, upload from device,
upload from cloud storage)

3. (Optional) Upload additional files

4.  Choose whether to you want to “Save to
folders” or “Prepare to sign”
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Save to folder

‘Add document details

General Information

B General information General information

Setthe document name, category,and where to save .
@ Attachments

Name

e Name - Change the name of the file = Moreoms

Document category

e Document category - Assign a e

O Myfolders | | 0 Shored folders | | £ Memo 24 6 sy ol

category to uploaded document

‘ 7 word testing (5 vy folders ‘ [ Subfolder 2 5 Shored folders

‘ Choose folder...

e Destination folder - Folder where the
document will be uploaded =

e  (Optional) Merge multiple documents
to be uploaded as one file
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Save to folder

‘Add document details

Attachments
B  General information Attachments
e  Attachments - Any accompanying o N ——
documents (these will NOT be a part of s
a transaction alongside the root (mlls]le]
document)

- Upload from your device, or one of the
cloud providers
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Save to folder

‘Add document details

More options

B  General information More options

‘Add labels, lnk related fles, o set up signing reminders
@ Attachments

Document validity
3 More options

e Document validity - Lets you choose
when the document is set to expire

Related documents

|| ik reated documents ‘

(passing of this date will NOT affect
the document)

e Labels - Private or public tags which
can be used for document filtering

° Related documents - Create links to

other documents already existing in
Circularo

e  To finish uploading, click on “Upload
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@ circularo  Document Signing

Starting the process

P circularo

Steps Documents & Export = Showing 10- 18of 154items =

i Al Waiting for others Assigned tome () Completed Failed Created Rejected Signed by G.J Fitters | | © Vi
. . Documen s (-]
NAME STATUS LASTACTIVITY PROGRESS DOCUMENT VALIDITY )
1.  Find your uploaded document in

i ” o ~—
D ocumen tS = TEST NDA pdf Created E::y": ;"“'“5 @ | Prepare to sign -

. . . hred s comp i, e p— =
2. From the action menu on the right side

select the “Prepare to sign” option R

Expired Chariie Adams

o
OR
Section 2 - Ena Cott ‘Waiting to be signed e Charlie Adams

Charlie Adams

1. Proceed with document upload (as i e
described in the previous section) T o e

z
2
«

2. Click “Prepare to sign” instead of
“Save to folders” and fill out details (as
described in the previous section)
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NG WO oW —

Options
e  “Sign Now” - Only you will sign the @ @ @
document, no other user will receive SIGRINGW WEEIEN ———
access to it (unless shared)

signature. with multiple parties. request them to sign.

e “We Sign” - You will sign the document

along with other user(s)

e “They Sign” - Prepare the document to
be signed by other user(s) without
adding any signatures of your own
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°
Sign Now
Select signature fields Finish X

Number
Steps & = | g o|lo| a Q@ |eo | o @& Signature

Currency

8.3 All signatories hereto acknowledge that they have read the foregoing Agreemen OTHER
Percentage initials and signature, that they have full and complete authority, to execute th Multipage
and in the name of the Party for which they have given their signature.
1. Choose the signature field you wish to Accepted and signed without change by:
Custom ID

Date

add to the document from the

Current date

“eSigning fields” Change skgnatue

Name Training User
2. Drag & drop the selected field onto the P, - Sl’”'ﬁLW o
document Job title PARTY A PARTY B
3. (Optional) Adjust the size, position and
parameters of the field

4.  (Optional) Add “Other fields” to the

document if required
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Sign Now

Select signature fields

Recipients ) ¢ o | A e|al|e =] Signature

S te p s T 8.1 The signatures on this Agreement, received by the way of facsimile, mail or e-mail, shall be OTHER

deemed to be an executed contract. Agreement enforceable and admissible for all purposes as

— Mutipage
Edit recipients may be necessary under the terms of the Agreement.
8.2 The duration of this Agreement will perpetuate as long as each contract will remain in force. Signature timestamp
eSigning fields 8.3 All signatories hereto acknowledge that they have read the foregoing Agreement and by their CustoiID

initials and signature, that they have full and complete authority, to execute the document for
and in the name of the Party for which they have given their signature.

5.  Click on “Finish” to sign the document Accepedandsignd vithoutchange by:

Change signature

CTIONS

6. You can locate the signed document in om—

Other fields Remove

-

your folders or the Documents tab e

Currency PARTY A PARTY B
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We Sign / They Sign

Add recipients and set their tasks X

Steps Sigrinigorder
e Sion -
1.  Click in the empty recipient field and
select recipients from your contact list ik ks i Sion -
(or enter their email manually) W Add viewers =N - |

-+ Add new contact "adam....

2.  To add more recipients, use the “Add
recipient” button

3.  (Optional) Toggle “Signing order”
option to send document sequentially
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We Sign / They Sign

Add recipients and set their tasks X

StepS Signing order
Training Admin S

adam.smith@circular... Sign v

Sign
Add recipient Add group Add viewers m

Approve

4. (Optional) Select recipient role from the
“Sign” dropdown

NOTE: Sign = Recipient will add visible
content to the PDF,
Approve/Review/Accept = Recipient will Review
only add invisible digital seal

Accept

5. (Optional) Use “Add group” button to add a
group of signers to the workflow

6. (Optional) Use “Add viewers” button to add
view-only recipients to the workflow
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We Sign / They Sign
Steps

7.  Click “Next” to proceed

8.  From the recipient list, select the user

for whom you will be preparing fields

9. Choose the signature field you wish to
add to the document from the
“eSigning fields”

Select signature fields

Recipients

=7 Training Admin X

adam.smith@circul.. X

Edit recipients

eSigning fields
#  Signature
Initials

5 Stamp

Otbher fields

« =; ra (m] O A [©} @ “ =) [is:]

8.3 All signatories hereto acknowledge that they have read the foregoing Agreemer
initials and signature, that they have full and complete authority, to execute th
and in the name of the Party for which they have given their signature.
Accepted and signed without change by:

S,

PARTY A PARTY B

-

Signature
OTHER

Multipage

Signature timestamp
Recipient

Training Admin

Custom ID

Change signature

Remove

X
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We Sign / They Sign

Select signature fields

Steps 3 Company a Ele o|o| a al@a ol o @
i 8.3 All signatories hereto acknowledge that they have read the foregoing Agreement and by their
i initials and signature, that they have full and complete authority, to execute the document for
ot and in the name of the Party for which they have given their signature.
10. Drag & drop the selected field onto the = Accepted and signed without change by:
& Nome
document -
; ; ) . %, Phone
11.  (Optional) Adjust the size, position and p— Training Admin
parameters of the field = Mitl,
" 09/05/2025 09/05/2025
. « . . . PARTY A PARTY B
12. (Optional) Add “Other fields” to the  rene
document if required O Decumentd
Comb field

13.  Click on “Next” to proceed
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We Sign / They Sign

Steps - Custom settings for external

recipients (optional)

14.

15.

16.

17.

Configure Identity verification or
Access settings - additional security
measures

Configure Permissions - what the
recipient can do with the shared
document

Configure Processing deadline - time
frame in which they have to handle the
Configure Reminders - automatic
reminders until they process the
document

ase review and send

Elisabeth Bennett
Gabriel Johnson

© Message for all recipients (optional)

Access: SMS Authentication | Print: ON | Annotations: ON | Reject comments: ON | Delegate:
ON | Reminder: 14/08/2026

@ Files (0files ~

Add files toinclude
and can't be edited

this signing request. After you send the request, these files are locked
moved.
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We Sign / They Sign

Steps - Configure global settings (optional)

18. Identity verification or Access settings
- additional security measures

19. Permissions - what the recipient can
do with the shared document

20. Processing deadline - time frame in
which they have to handle the
document

21. Reminders - automatic reminders for
recipients until they process the
document

ase review and send

© Message for all recipients (optional)

fte: ON
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We Sign /They Sign

ce{r“ne{ Johns&m‘ o Sign Customize

Steps - Files

© Message for all recipients (optional)

18. (optional) Add files that are to be
submitted as part of the transaction
(not signed, but unchangeable)

19. Click Send to start the transaction ot /

@ Files (0iles) ~

Add files to include with this signing request. After you send the request, these files are locked
and can't be edited or removed.

2 Drop files here or click to add
Masimum allowed siz




Signing as an external
recipient
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Signing externally

Email

1. Review the email in your inbox

2.  Click on “Open Document”

Training User is asking you to sign a document (Company memorandum - June.pdf) oviews

Training User via Circularo-UAT
to benjamin.smith@circularo.com

< Reply all

«

<noreply@circularo.com

» Forward

Hello benjamin.smith@circularo.com,

Training User s sending you a Circularo document (Company
memorandum - June.pdf) and asking you to sign it

Once the document has been processed,
all parties will receive a final PDF copy via email

@ circularo

10:57 AM (now)

%

Subscribe ]

™
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Signing externally

@ circularo

Signing process

&

Please verify your

3.  (If required) Verify your identity by inputting
a password

4.  (If required) Verify your identity through an
email One-Time-Password

5.  (If required) Verify your identity through a
SMS One-Time-Password

6.  (If required) Verify your identity through a
3rd party authentication or Identity Provider
(UAE PASS, Nafath)
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Signing externally

Signing process

7. Click on “Press to start” on the left side or
“Next field” at the bottom of the page

8.  Fill out the required fields

9. Input signature into signature field(s) (as
described in previous section)

ign > TEST NDA.pdf

NON-CIRCUMVENTION and NON-DISCLOSURE AGREEMENT,
UNDER SECRECY ARRANGMENT

Between the Parties

Party A

PALAXO, P.O. Box 341 334, Dubai, United Arab Emirates

Located at Dubai Silicon Oasis, SIT Tower, Registration with DED in Dubai,

UAE under reg. N. 690536
Phone +9714 2532222

You have 2 required items to fllin

Attachn

Submi
e

Histe
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Finish signing

bn > TESTNDA.pdf  Los 09/2026 0112:57 PM

o o [:] (

o

P ‘
8.1 The signatures on this Agreement, received by the way of facsimile, mail or e-mail, shall be &

deemed to be an executed contract. Agreement enforceable and admissible for all purposes as
may be necessary under the terms of the Agreement.
8.2 The duration of this Agreement will perpetuate as long as each contract will remain in force.

. .= ” 8.3 All signatories hereto acknowledge that they have read the foregoing Agreement and by their G
1 O . C I | C k o n FI n I S h initials and signature, that they have full and complete authority, to execute the document for
and in the name of the Party for which they have given their signature.
Accepted and signed without change by: Sub
t

11. (Optional) Download the signed .
document :

12.  You will receive an email with a PDF of T e @ G

the document and a Certificate of

Fulfillment

Al required fields have been filled in
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