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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.  
 
• Setting up your profile 
• Navigating Around 
• Signing Documents 
• Tracking Progress 
• Sharing Documents 
• 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. 

https://help.circularo.com/help-center/latest/registration-and-login
https://help.circularo.com/help-center/latest/preferences
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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.  

 

For the same aforementioned reason, it is useful to create your default Signature 
and Initials.  

https://help.circularo.com/help-center/latest/select-fields
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And uploading or designing your go-to Stamp.  

 

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. 

 

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. 

https://help.circularo.com/help-center/latest/home-page
https://help.circularo.com/help-center/latest/action-menu
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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. 

 

https://help.circularo.com/help-center/latest/searching-and-filtering
https://help.circularo.com/help-center/latest/preferences
https://help.circularo.com/help-center/latest/esigning
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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. 

 

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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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.). 
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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. 

 

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.  

https://help.circularo.com/help-center/latest/document-tracking
https://help.circularo.com/help-center/latest/document-tracking
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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.  
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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). 

 

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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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. 

 

https://help.circularo.com/help-center/latest/sharing-and-collaboration
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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. 

 

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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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. 

 

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. 

 

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. 

https://help.circularo.com/help-center/latest/document-management


          
 

 
 
© Circularo 2024                                                 17/17 

 

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


