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Signature Setup

User Account

Steps

1. From the home page, click on your name 
in the top right corner

2. Select “My account”
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Signature Setup

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
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Signature Setup

Options

● Draw

● Type

● Upload

● Mobile capture
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Signature Setup

Draw

Steps

1. Select your preferred color from the 
bottom left selection

2. Place your mouse cursor in the 
signature field

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

4. Click “Save”
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Signature Setup

Type

Steps

1. Enter your name in the “Name” field

2. Choose your preferred font from the 
selection

3. (optional) Use the slider to change 
signature size

4. Select your preferred color from the 
bottom left selection

5. Click “Save”
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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”
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Signature Setup

Mobile capture

Steps

1. Scan the QR code on your screen using 
your mobile device

2. Use the touchscreen to draw your 
signature or take a picture of your 
signature

3. On your device tap “Save”

4. On the desktop click “Save”



Document Upload

Copyright © Circularo 

https://help.circularo.com/help-center/latest/create-
a-document

https://help.circularo.com/help-center/latest/create-a-document
https://help.circularo.com/help-center/latest/create-a-document


Copyright © Circularo 

Document Upload

Initiating

Steps

1. On the homepage, click “New Document”

2. Upload the file using one of the supported 
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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Document Upload

Save to folder
General Information

● Name - Change the name of the file

● Document category - Assign a 
category to uploaded document

● Destination folder - Folder where the 
document will be uploaded

● (Optional) Merge multiple documents 
to be uploaded as one file
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Document Upload

Save to folder
Attachments

● Attachments - Any accompanying 
documents (these will NOT be a part of 
a transaction alongside the root 
document)

- Upload from your device, or one of the 
cloud providers
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Document Upload

Save to folder
More options

● Document validity - Lets you choose 
when the document is set to expire 
(passing of this date will NOT affect 
the document)

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

● Related documents - Create links to 
other documents already existing in 
Circularo

● To finish uploading, click on “Upload”
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Document Signing

Starting the process
Steps

1. Find your uploaded document in 
“Documents”

2. From the action menu on the right side 
select the “Prepare to sign” option

OR

1. Proceed with document upload (as 
described in the previous section)

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

Signing workflow

Options

● “Sign Now” - Only you will sign the 
document, no other user will receive 
access to it (unless shared)

● “We Sign” - You will sign the document 
along with other user(s)

● “They Sign” - Prepare the document to 
be signed by other user(s) without 
adding any signatures of your own
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Document Signing

Sign Now

Steps

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

2. Drag & drop the selected field onto the 
document

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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Document Signing

Sign Now

Steps

5. Click on “Finish” to sign the document

6. You can locate the signed document in 
your folders or the Documents tab
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Document Signing

We Sign / They Sign

Steps

1. Click in the empty recipient field and 
select recipients from your contact list 
(or enter their email manually)

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

3. (Optional) Toggle “Signing order” 
option to send document sequentially
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Document Signing

We Sign / They Sign

Steps

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

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

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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Document Signing

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”
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Document Signing

We Sign / They Sign

Steps

10. Drag & drop the selected field onto the 
document

11. (Optional) Adjust the size, position and 
parameters of the field

12. (Optional) Add “Other fields” to the 
document if required

13. Click on “Next” to proceed
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Document Signing

We Sign / They Sign

Steps - Custom settings for external 

recipients (optional)

14. Configure Identity verification or 
Access settings - additional security 
measures

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

16. Configure Processing deadline - time 
frame in which they have to handle the

17.  Configure Reminders - automatic 
reminders until they process the 
document
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Document Signing

We Sign / They Sign

Steps - Configure global settings (optional)

18. Identity verification or Access settings 
- additional security measures 
(external recipients only)

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
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Document Signing

We Sign / They Sign

Steps - Files

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
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Signing externally

Signing externally

1. Review the email in your inbox

2. Click on “Open Document”

Email
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Signing externally

Signing externally

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)

Signing process
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Signing externally

Signing externally

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)

Signing process
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Signing externally

Finish signing

Steps

10. Click on “Finish”

11. (Optional) Download the signed 
document

12. You will receive an email with a PDF of 
the document and a Certificate of 
Fulfillment
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