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Getting Started

This is a guide for new Circularo users, designed to make your first steps in Circularo
as easy as possible.

It will show you where to find everything to get you accustomed to the platform
and teach you how to perform basic tasks such as signing documents or tracking
their progress.

o Setting up your profile
o Navigating Around

o Signing Documents

o Tracking Progress

o Sharing Documents

o Document Management & Organization

Setting up your profile

If you need any help with registering a new account or logging into your account,
please see the Registration and login page.

After you have successfully registered and logged in, you have the option to fill in
more information about yourself in your Preferences. In the top right corner, click
on your name and a dropdown menu will appear.
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il Q s Charlie Adams 5
@ circularo 2 Search douments - - Yo Mt |

Ml e Charlie Adams

-~ Charlie Adams

Documents
Log out

SIGN NOW WE SIGN THEY SI

Templates

& Drafts

My folders
Shared folders

%y Starred

Inbox Waiting for others Completed Approaching deadine

13 37 1

) Recent
<} Shared

Trash

Statistics
. Recent activity View activity log
[ Contacts

1 weekago - Company memorandum - May.pdf seen by Chariie Adams

+ 1week ago ~ Company memorandum - May.pdf seen by Charfie Adams

1 week ago - Life insurance form.pdf seen by Char s

1 week ago - Life insurance form.pdf created by Chariie Adams

1 week ago ~ Company memorandum - May.pdf created by Charlie Adams
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Entering your personal details will save you time and effort in the future, as the
corresponding signature fields will be pre-filled automatically with your saved info
while signing documents.

8} Crorie Adams .
charlie.adoms@xircularo.com

Exit preferences Account

& Account
Profile Name
O Security Charlie Adoms
Signatures Email
st chariie adams@circularo.com
P
Notifications Phone
slo [
5% Integrations
B Auditlogs
£ Manage APl keys
Preferences Language
English -
Timezone Set timezone automatically @D
(GMT +02:00) Europe/Prague -

First day of week

Monday -

Date format

16/10/2024 (dd/MM/yyyy) M
Time format
1:54PM (mm a) hd
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For the same aforementioned reason, it is useful to create your default Signature
and Initials.
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Exit preferences Signatures

Signature

Charlve Adam.s

Signature Initials

cA

Enable biometric signing via Wacom tablet

And uploading or designing your go-to Stamp.

@) Chorle Adam: .
charlie.odams@ciruioro.com

Exit preferences Stamps
Account
ety (@) +
&)
N
& Ssignat
Example stamp Add new
& Stamps ChAlnc Reviewed Pl L

(default)

All of these settings are optional and can be done at any point throughout your
Circularo use. However, saving your defaults from the get-go will make your
eSigning experience even easier and more convenient.
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Navigating Around

Home Page

Your Home Page is the first thing you will see after opening Circularo. It gives you
a clear overview of Circularo’s main features to get you started.

In the main section of your Home Page, you will find eSigning shortcuts to start
signing documents immediately, a brief overview of your documents and their
statuses, and your recent activity.

€) Templates SIGN NOW WE SIGN THEY SIGN

Waiting for others Completed Approaching deadiine

13 37 1

Recent activity View activity log

Action Menu

The sidebar on the left side of your screen is the Action Menu, which allows you to
quickly access all the important sections of the platform.

The New Document button opens a window from where you can upload
documents, create new ones from scratch, or select a template to base your work

on.

Other action buttons in the menu will take you to different parts of the platform,
including your Documents, Templates, Folders, or Contacts.
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Search Bar

On the top of the page, you can see the full-text search, including the Advanced
search option with keywords and filters.

Profile and Settings

In the top right corner is where you can change your profile details, as well as set
your notification preferences and default signatures.

Signing Documents

Here's how to prepare and sign documents quickly using one of the signing
shortcuts on your Home Page. To learn about the eSigning process in more detail,
see the chapter on eSigning.

Decide who needs to sign

Click on one of the three available options.

Choose SIGN NOW if you only need to add your signature.
Sign the document together with other people using WE SIGN.

Or select THEY SIGN if you need to prepare the document to be signed by other
signatories only.

SIGN NOW WE SIGN THEY SIGN
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Select the document to be signed

After choosing who signs the document, pick the document that needs to be
signed.

Either Upload it from your PC or your cloud drive of choice, create a new one
using the MS Office 365 Online integration, or select a pre-made Template to
base your work on.

Drag and Drop files
or

Click to browse

All documents are converted to PDF before they can be signed electronically.
The original version of the document is securely stored in the system.

Prepare the document for signing

If there are other people required to sign the document besides yourself, the next
step is to select the recipients and define their order and responsibilities.

Either select Circularo users, or type in the email addresses of external recipients.
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Add recipients and set their tasks X

Signing order

. u Adelaine Lewis Sign v
5 ﬂ Gabriel Johnson Sign «

3 | sign «

e Add me
Addrec Wers Back m

+  Add new contact

o Adelaine Lewis
o Benjamin Smith

You will be taken to the signing page to select and place eSigning fields
(signatures, initials, and stamps) for each signatory including yourself.

Optionally, you can add other fillable fields (email address, date, company name
etc.).

e0e
Select signature fields Next
Other fields “ 4 ¢} 2 Q ] Signature
REVIEWED AND ACCEPTED: ——
Num
Muit

Signature timestamp

centag Recipient

Adelaine Lewis ob title REVIEWED ﬂGuhnel]ohnsnn .

Name, Title Signature Status Tooltip

Custom ID
No
Frel ACTIONS
Phone ST Job it B Remove
abriel Johnson b e

Jobtitle ACCEPTED

Name, Title Signature Status
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Review and Finish

If you are the only person signing the document, then you are done after placing
your signature, filling in all the fields, and hitting Finish in the top right corner.

If there are multiple signatories involved, click the Next button and you will be
able to write a message for them. The message is optional and will be included in
the email notification they'll receive.

° Adelaine Lewis Sign Customize » O EN

o Gabriel Johnson Sign Customize v ]

Public message (for everyone)

yyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyy

To finalize the process, click Send and you are done.

Tracking Progress

The Documents section of the menu is where you can check the status of all your
documents, see what is in progress, completed, or rejected, and take action
accordingly.

If you want to learn more about tracking, we have a page dedicated to explaining
that.

Document processing view

Documents can be filtered based on their current status. View documents with a
certain status only by clicking on one of the tabs at the top of the page.
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@ circularo ) Findin Documents . Charlie Adams .

charlie.odoms@circularo.com

New Document Documents & Export document table | Showing 11 - 19 of 69 items
@ Home Al Waiting for others 13 Assigned to me Completed @ Failed @
[ Documents
NAME STATUS PROGRESS LASTACTMITY » @
Templates
Z4 oo "
S i ° 0 I
Lweekago
My folders
"~ Health insurance form.pdf Waiting to be signed S o I
Shared folders 1week ago
N Completed
17 Staed Company memorandum - May.pdf —_— v ° @rTifzAis Download -
by—— 3 weeks ago
® Recent
J Trash
Sample document.pdf Waiting to be signed @ ° Charlie Adams
3 weeks ago
il Statistics
@ Contacts Canceled
Company memorandum - May.pdf e — ° e g”‘f"‘e Adams New request -
o weeks ago
+
Waiting to be signed
Company memorandum 2024 5 (-} @ (roriepoams m-
Request expires in 2 days
Memos - merge e Waiting to be signed @ e C"""‘i :\(“:'“5 Selectaction v
. — 4 weeks ag
Circularo ©

View progress

Each icon indicating the current status of a document doubles as a View progress
button. Clicking on it will show you a summary of the document’s processing
history and what'’s there to do next.

Health insurance form.pdf

Request sent: By Gabriel Johnson 2 months ago g to be signed

Document to be completed

3 G Gabriel Johnson Remind To be signed
gabrieljohn: reularo.com

harlie Adam:
o Charlie Adams 3 weeks ago Delegated
choreadams@eircuaro com

e Chariie Adams 2monthsago  Delegated

charlie.adoms@dircularo.com

benamnsmin@eraucrocon
2 jomin i PR <ichco |
benjamins: rcularo.com

Gabriel johnson
2months ago
gabrieljohnson@circularo.com

@ Request sent to recipients

Gabriel Johnson 2 monthis ago
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Document Preview

Clicking on any document will open its preview, where you can access
information about it (panel on the right) and perform more actions (black toolbar).

eonve
(o mermmmme |
Download
Detail Comments Activity
File type PDF/1918K8
CO M PANY M E M O RAN D U M Created by Chariie Adams 1 month ago

Status Completed
Sign st
SUBJECT Labels
Meeting Regarding Low Temperature Effect
Location
PROJECT DATE
Operations Jun 06, 20XX Edit details
Attachments Attach File +
To REF
SAO01 / Judson A. Lovingood PX/MEMO/00126/2019
Links Create link +
Dear Sirs,

the purpose of tl
project to us. W
project, as

practice

memo is for you and your p.

to propose your na
kin gro f r the nal
ve gives you

Page 10f 2

ndividiial nroiects are aniite accentable. biir eronns larser than two tsiially are

Context menu

The default action shown on the button next to the document will differ based on
the document’s status. Click on the arrow to access a dropdown menu showing
you all the other available actions.
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Company memorandum - May.pdf [Rencme]

Sign -
Audit Trail
Detail Cor
Sample C Annotate
MEMORANDUM & ARTICLES OF ASSOCIATION FOR File type Seal
PRIVATE COMPANY LIMITED BY SHARES I
Created by
Share
Status
Send by mail
Sample C is a Simplified Form Memorandum & Articles of Association for private company Sanstatus
limited by shares prepared on the assumption that the company adopting it will simplify its SendtoCloud >
administration as far as possible under the Companies Ordinance (Cap 32). For example, Location
Attach file
(a) the company has only one class of shares and they are all fully paid-up: it detals
(b) the company has no management committees: and Link
in i . Attachments
(c) directors are not permitted to appoint alternates and attorneys. Add to Starred
As a result, it may be more appropriate for small owner-managed businesses. For the sake of Print
brevity, statutory provisions are, as far as possible, not repeated. ) Download
Links
Provisions on the following matters are not included in Sample C:-
Create copy
> Issue of shares (regulations 3 to 6 of Sample B):
> Lien ( regulations 11 to 14 of Sample B): Edit details
»  Calls on Shares (regulations 15 to 21 of Sample B):
= Create template
> Forfeiture of Shares (regulations 34 to 40 of Sample B):
> Purchase of own Shares (regulations 44 to 46 of Sample B):
& Move to folder.
> Annual and extraordinary general meeting (regulation 50 of Sample B);
> Votes of Members (regulations 67, 72 & 73 of Sample B): Rename

Sharing Documents

To share a document in Circularo means sending it to another person who can
view or edit it (not sign it). To share, click on the Share button that can be found in
the Context menu.

More about sharing can be found in the chapter on sharing and collaboration.

1 ® 5 Charlie Adams
@ circularo Findin Documents e P e e cicorcom

New Document Documents Export document table | Showing 3 - 11 of 69 items

- A Waiting for others 13 Assigned to me Completed @ Failed @

| [ Documents

NAME STATUS PROGRESS LASTACTMITY [
) Templates
Fur Company memoranaun - june.par A — > W Lueson vownioaa v
@ mon 1 month ago - 9
rafts s
Completed
| Company memorandum 2024.pdf e e e e ° ° Charlie Adams Download .
My folders Tweekago
o Shared folders
Completed
| Company Memorandum 2024 pdf pi— ° e CharicBdoms Download o
b— Lweekago
\'7 Starred
¢ leted New request
omplete
Recent | Company Memorandum 2024.pdf 0 o Charte Adams :
1 mor 1weekago
2 G Audit Trail
T = ‘ Company memorandum 2024.pdf Waiting to be signed @ e in:(ﬁ‘/:f‘“ms -
[t Statistics Send by mail
| Company memorandum 2024.pdf Waiting to be signed @ o Crarle Adams -
@ Contacts Fueecage SendtoCloud >
Completed
e - Company memorandum - May.pds e ° o ElmisAters [ Attachfile
Lweekago
Link
Company memorandum 2024.pdf Waiiting to be signed @ G F“i;‘i{*ﬁ‘“”‘s -
— e Add to Starred
— .
Circ 2024 ]
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Share dialog

To share a document with another Circularo user or an external recipient, type in
their email address. Then set the access rights (Edit or Read only) for every
recipient.

External recipients cannot edit documents.

Select members or teams

. Type recipient emai

Only following members and teams can access this document:

e Charlie Adams
e Benjomin Smith

@ Nolink created

Circularo users will see the shared document in their application.
External recipients will receive an email invitation containing a link to access the

document. You can optionally leave them a message that would be included in
the email as well.
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Select members or teams
Susan Black X Gabriel Johnson X

[ + Read only

& Typerecipient email

Write a message (optional)

Share via public link

Another way to share a document is by creating a public link using the Create a
link button. Everyone who has a valid link will be able to view the document.

Select members or teams

& Typerecipient email

Only following members and teams can access this document:

° Charlie Adams Edit

e Benjamin Smith Read only X

You can easily copy the link to clipboard and send it to anyone. Public links can be
deactivated at any time.
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Send by mail

Send any document stored in the system via email as a PDF file using the Send
by mail button from the Context menu.

Send by mail

Sender

Charlie Adams

Charlie Adams has sent you a document: Company Memorandum 2024.pdf

Message

Write a message (optional)

Document Management & Organization

There are many tools to help you manage, organize, and categorize your
documents in Circularo. We wrote about all of them in more detail in our chapter
on document management.

Folders

Create a structure of folders and subfolders to better organize your documents in
the Folders section.
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) Find in My folders

New Document My folders v
@ Home
NAME STATUS
[ Documents
) Templates [ Memo24
4 Drafts 3
[ insurance forms
My folders

Shared folders

O Memo23

¢¢ Starred
@© Recent Life insurance form.pdf Created
¢ Shared
Company memorandum - May. Created
[J Trash
Ll Statistics Company memorandum - May. Waiting to be signed
[ Contacts
N Company memorandum - May. Waiting to be signed
Health insurance form.pdf Waiting to be signed
Completed
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ol

PROGRESS DOCUMENT VALIDITY

® 6 6 606 O

& Export document table

LASTACTVITY

Charlie Adams
1weekago

Charlie Adams
1weekago

Charlie Adams
1weekago

Charlie Adams
1weekago

Charlie Adams
1weekago

Charlie Adame

Charlie Adams
€ charlieada

Showing 1- 9 of 43 items

@
Sign -
Sign -

Freely move documents and folders around to easily categorize all your records.
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