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Reports in Circularo

Circularo provides a suite of powerful reports to give businesses full visibility into document
transactions, user activity, and workflow efficiency. All reports can be exported into
Microsoft Excel and CSV formats.

Transaction Consumption Report - Tracks all transactions, including completed, rejected, expired,
and canceled workflows, with date-based filtering and user activity insights.

All-Time Transaction Overview - Provides a historical record of all transactions since account
activation, including visual reports on transaction status and user activity.

Transaction Success Report - Analyzes completion rates, failure reasons, and workflow
efficiency, helping businesses identify bottlenecks and optimize processes.

Pending Transactions Report (available as an Add-On) - Monitors documents awaiting action,
tracking pending users and workflow progress in real time.

Transaction Detail Report (available as an Add-On) - Delivers a granular view of every
transaction, tracking approvals, user actions, and compliance metrics.

These reports enhance decision-making, improve workflow efficiency, and ensure transparency
in digital transactions.

Introduction

This section provides access to various reports on documents, users, and transactions within
your organization. Access permissions are required to view reports - if you believe you should
have access, please contact your organization’s admin.

Each report is categorized under different tabs, detailing the insights they provide. In the top right
corner of every report, you will find an Export button, allowing you to download the report in .xlsx
format exactly as displayed on the screen.

Understanding Key Terms in Reports

Before diving into the reports, it's important to understand key terms used throughout.

Transaction - In Circularo, a transaction is a single, unique request made by a user to
process a document within the organization’s environment. It can be a simple self-signing
action or a complex multi-recipient workflow. A transaction is counted as consumed once
initiated, regardless of whether it is completed, rejected, canceled, or expired.

Completed Transaction - A transaction where all required actions have been successfully
completed, and the workflow has finished.

Failed Transactions - Transactions can fail for three reasons:

e Canceled - The sender (document owner) manually stops the transaction.
e Rejected - One of the recipients declines the request.
e Expired - The transaction deadline passes before completion.
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Documents - Refers to files uploaded or created in Circularo. Simply uploading a document
does not consume a transaction unless it is processed through a workflow (e.g., signing,
approval). Therefore, the number of documents in the system may be different from the
number of consumed transactions.

Transaction Consumption Report

The Transaction Consumption Report provides a complete statistical view of all document
transactions, offering businesses full transparency into their document workflow.

These reports show the number of different transaction statuses during a selected period of time,
by default during current subscription Users can customize the report by selecting a specific date
range.

Commonly Used Options:
[ ]
[ ]
[ ]
L]
[ ]
[ ]

@ circularo

This Subscription Period (default)
Today, Yesterday

This Week, Last Week

This Month, Last Month

This Year, Last Year

Custom Range

Transaction consumption report Thissub.period  Clear Export Transactions per date This sub. period

STATUS COUNT M Consumed tra == Rejected I

Transactions per user This sub. period  Clear Export

Consumed transactions 81

Completed

5
Rejected 6
Expired 1

8

Canceled

|44 Reports

CONSUMED TRANSACTIONS COMPLETED REJECTED EXPIRED CANCELED

This flexibility allows businesses to analyze transaction consumption trends over different
timeframes for better workflow insights.

Transaction Consumption Report
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Tracks the number of transactions by status over a selected period, with the default view
covering the current subscription period. Users can customize the report by selecting a specific
date range.

Metric Description

Consumed

transactions IAll initiated transactions, regardless of their current status

Completed Successfully finished transactions

Rejected [Transactions rejected by one of the recipients

Expired ITransactions whose deadline expired before they could be successfully completed
Cancelled Transactions cancelled by the sender (owner of the document)

Transaction consumption report This sub. period Clear Export Transactions per date This sub. period Clear Export

STATUS Commonly used - — corg Rejectes

Transactions per user This sub.period  Clear Export

Consumed transactions

Completed

Rejected

Expired

Quick select

Canceled

CONSUMED TRANSACTIONS COMPLETED REJECTED EXPIRED CANCELED

Transactions per Date

This “Transactions per Date” stacked bar chart visualizes the number of transactions by
status over time. You can track transaction statuses based on specified time periods - the
time ranges available are the same as in the Transaction consumption report.

The vertical axis of the graph shows the number of transactions in each status, while the
horizontal carries the dates - days, months, years.

Each status has its own color, to make the graph easier to read.
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Transactions per date This sub. period Clear 5, Export

I Consumed transactions [l Completed M Rejected [ Expired M Canceled
]

140

120

100

2025-01

] Consumed transactions: 79

80

60

40

20

2025-01 2025-02

Transactions per User

This table provides a detailed breakdown of transactions initiated by each user,
categorized by status, showing the number of transactions currently consumed, completed,
rejected, expired, and canceled. The date range can be specified according to your needs.

Metric Description

Consumed

transactions IAll initiated transactions, regardless of their current status

Completed Successfully finished transactions

Rejected ITransactions rejected by one of the recipients

Expired [Transactions whose deadline expired before they could be successfully completed
Cancelled ITransactions cancelled by the sender (owner of the document)
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Transactions per user This sub.period  Clear Export

CONSUMED TRANSACTIONS COMPLETED REECTED f— R
urred Chariie Adams &4 20 a . s
Gabriel Johnson 15 ]
Help Team
Adelaine Lewis
benjamin.smith@circulara.com
! Reports. Jessica Smith
| Tromsaction consumpt. sarko.simunkovo@circulara.com

smith ben@circularo.com

W = = o N o o

Benjomin Smith

= = = © © = o o o
© o © © © & @ @ o°
e @ o © © @ @ ~

©c o o © o © o N

smith benjominn@circuloro.com

All Time Transaction Overview

The Transaction Overview Report provides a complete statistical view of all document
transactions since the account’s activation, offering businesses full transparency into their
document workflow.

Overview

This table provides an overview of transaction statuses, showing the number of transactions
currently in progress, completed, rejected, expired, and canceled. It also includes the count
of documents without a transaction.

Metric Description

IThe total number of all documents created in the application, regardless of whether they are part
Total documents of a transaction or not.

Documents that have been created but are not yet part of any transaction. These remain in the
Documents without ‘Created’ status within the document overview and have not been sent for processing, approval,
transaction or signing.

Consumed transactions  |All initiated transactions, regardless of their current status

All initiated transactions that are currently active and not yet completed, awaiting further

In progress actions such as approvals, signatures, or reviews.

Completed Successfully finished transactions

Rejected [Transactions rejected by one of the recipients

Expired [Transactions whose deadline expired before they could be successfully completed
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Cancelled [Transactions cancelled by the sender (owner of the document)
ene

@ circularo

Hom:
B Overview Export Transactions per status Export Transaction volume over time < Export
Document:
— smaTUs COUNT Documsnts wihout transactcn W I progress W Compistnd S Consumod transactons
emplates
" . Rejected NN Expred Canceied
Documents without transaction 27
202409
A Consumed tronsactions 81 _
Shared folders In progress 16 —— .
Completed 50
Starred s
Rejected 6 x4
Recen t Expired 1
02412
< Shared Canceled ]
0 Teesh 0250 .
L Reports -
Transaction consumpt N “ . 2 T o - w
| Tronsaction overdew
% Export

Overview per user

Transactions per Status

This pie chart visually represents the distribution of document transactions based on their
status.

Transaction Volume over Time

This bar chart displays the number of transactions consumed (initiated transactions) per year,
providing insights into document workflow trends.

I Consumed transactions

2020 I
2021
2021 )
- [[]Consumed transactions: 261

2022 -
2025 -
0 200 400 600 80O
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User Activity Overview

The User Activity Overview provides a detailed breakdown of document transactions
initiated by each member of the organization, offering insights into individual usage
patterns and transaction status (completed, rejected, other).

Metric

Description

Total documents

[The total number of all documents created by the user, regardless of whether they are part of a
transaction or not.

Documents without
transaction

Documents that have been created by the user and are not yet part of any transaction. These
remain in the ‘Created’ status within the document overview and have not been sent for
processing, approval, or signing.

Consumed transactions

IThe total number of transactions initiated by the user, representing documents that have
been sent for processing, regardless of their current status (In Progress, Completed, Rejected,
Expired, or Canceled).

[Transactions initiated by the user that are currently active and not yet completed, awaiting

In progress further actions such as approvals, signatures, or reviews.
Completed Successfully finished transactions that were initiated.
Rejected [Transactions rejected by one of the recipients
Expired [Transactions whose deadline expired before they could be successfully completed
Cancelled [Transactions cancelled by the sender (owner of the document)
Documents
Total without Consumed
documents | transaction | transactions | In progress | Completed | Rejected | Expired | Canceled
Emily Parker 729 158 571 12 437 26 0 96
Jessica Thompson 330 7 323 2 313 1 0 7
Sarah Mitchell 208 17 191 0 143 8 0 40
Daniel Carter 161 38 123 5 105 0 1 12
James Collins 145 17 128 1 120 1 3 3
Olivia Bennett 131 17 114 28 76 4 0 6
David Harris 123 80 43 10 20 1 0 12
Laura Wilson 80 31 49 3 45 0 0 1
Matthew Scott 79 23 56 2 39 3 0 12
Benjamin Cooper 70 5 65 0 63 0 1 1
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m Dacuments without transaction 7
Consumed transactions 81 o
G Home In progress 16 S
Completed 50
Rejected & 20244
Expired 1
02412
Canceled 8
Wy fo
Shared folders
Starred an
Shar
Trash Ovirvitn par usar Export
| Reports TOTAL DOCUMENTS DOCUMENTS WITHOUT CONSUMED TRANSACT: INPROGRESS COMPLETED REJECTED EXFIRED CANCELED
Charlie Adams 86 n 64 13 9 4 1 7
| Gabriel Johnson 18 3 15 2 11 2 L] 0
Help Team 3 1 2 1 Q 0 [ 1
Jessica Smith 1 1 0 0 o o o a

Transaction Success Report
The Transaction Success Report provides a comprehensive analysis of transaction

completion rates, reasons for failure, and overall document processing efficiency.

This dashboard includes Transactions per Status, Transaction Status Overview and
Transaction Success per Date, helping businesses track transaction statuses in real time,
identify potential issues, and optimize workflow performance.

Transactions Per Status

This table provides an overview of transaction statuses, showing the number of transactions
currently in progress, completed, rejected, expired, and canceled. It also includes the count
of documents without a transaction.
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Templotes

| Raports

Transaction success.

Transactions per status

Documents without transaction
In progress

Completed

Rejected

Expired

Canceled

Transaction status overview

Completed
In progress
Conceled
Rejected

Expired

TOTAL TRANSACTIONS

TOTAL UNIQUE SENDERS

2

3

TOTAL INTERNAL RECIPIENTS

TOTAL EXTERNAL RECIPIENTS

TOTAL SIGNATORIES

Metric

Description

transaction

Documents without

Documents with the status 'Created' in document overview — not part of a transaction

In progress IActive workflows that have not been finished yet

Completed Successfully finished transactions

Rejected Transactions rejected by one of the recipients

Expired Transactions whose deadline expired before they could be successfully completed

Cancelled Transactions cancelled by the sender (owner of the document)

Status Count
Documents without transaction 509
In progress 72
Completed 1633
Rejected 56
Expired 7
Canceled 207
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Transaction Status Overview

This table provides a detailed breakdown of transactions by status, including the number of
transactions, unique senders, internal and external recipients, signatories, and total
document pages. It helps track document workflow efficiency and identify areas needing

attention.
Total unique Total Internal Total External |Total Total

Status Total transactions |senders recipients recipients signatories pages
Completed 1633 28 74 183 251 7526
Canceled 207 20 50 77 119 609
In progress 72 15 15 29 42 284
Rejected 56 15 20 27 43 175
Expired 7 5 5 6 10 8

Transaction Success per Date

This table provides a time-based analysis of consumed, successful, and unsuccessful

transactions, categorized by reasons for failure. The data is displayed for different time
periods, including the last 30 days, 90 days, current month, last month, current year, and
last year, relative to the moment of viewing the report.

Status Last 30 days |Last 90 days This month This year Last month Last year
Consumed transactions 94 191 61 140 79 793
Completed 70 161 63 114 51 667
Rejected 6 11 5 9 4 13
Expired 0 0 0 0 0 1
Canceled 9 15 6 13 7 78

Transaction Detail Report

This report is available as an add-on. Contact our sales team for more information.
This tabular report provides a comprehensive breakdown of all document transactions,

tracking their progress, participants, and actions performed. There are 41 different fields
users can choose from, ensuring flexibility in reporting. It is always updated to reflect the
most current status of all transactions.

This report shows the number of different transaction statuses during a selected period of time, by
default during current subscription. Users can customize the report by selecting a specific date

range.

© Circularo 2025
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Commonly Used Options:

This Subscription Period (default)
Today, Yesterday
This Week, Last Week
This Month, Last Month
This Year, Last Year

Custom Range

Ham
Dacums
Templates
Draft

My folders

Shared folders

lat Reports

Transaction con

Transaction detoil

The columns shown in the default table include:

Transaction detail report

MAME

Compony memorandum - Moy.pd!

Compony memorondum - May.pdf

Somple document.pdf

Compony memorandurm - Moy pdi

Sample document. pdf

Semple document.pdf

Sample document.pdt

Sample document pdf

© Circularo 2025

SENDER

Chorlie Adoms

Charlie Adoms

Charlie Adams

Chorlie Adams

Charlie Adoms

Chorfie Adoms

Charlie Adams

Help Team

START DATE

03/08/2024

03/08/2024

20/08/2024

21/08/2024

23/08/2024

2008/2024

20/08/2024

END DATE

03/09/2024

03/09/2024

23/08/2024

23082024

23/08/2024

23108/2024

20/08/2024

This sub. period
DURATION
2 minutes

1 hour & 13 minutes

2days. 22 hours,

1 day, 23 hours, &

& minutes

1 minute

1 minute

Clear

FINISH STATE

Document completed

Document completed

Document completed

Document completed

Document completed

Document completed

Document completed

PROGRESS

Pracessed Sign by €
Processed Sign by G

Processed Sign by C
Processed Sign by G

Processed Sign by C
Processed Sign by G

Pracessed Sign by €
Processed Review by
And 1 other action

Processed Sign by C
Processed Sign by s

Processed Sign by C
Processed Sign by G

Processed Sign by C
Processed Approve |
And 1 other action

Processed Sign by H

Bandinn Ginn

. Export

Columns

e

Al columns

Restore defoults  Save preset
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Column Name

Description

Name

Title of the document being processed.

Document ID

Unique identifier for the document / transaction.

Created by

The email of the document creator aka owner.

Created at

Date and time when the document was created.

Total recipients

Total number of recipients involved in the transaction.

No. of pending recipients

Number of recipients currently required to process the document, i.e execute their assigned
actions.

No. of processed recipients

Number of the recipients who already processed the document.

Total actions

Number of all the document actions, including document signs, document shares for sign,
document shares for edit/view and share delegations.

No. of unique processed
recipients

Total number of unique recipients who have already processed the document. (Recipients
who repeat in the workflow are counted just once.)

Request ID

Unique identifier representing the requested action ID.

User email

Email address of the user whose row is detailed.

Requested action type

Type of action requested (e.g., sign, approve, review, accept).

Self signed

Document has been signed by the initiator (TRUE/FALSE).

Last action

Is this the last performed action? (TRUE/FALSE).

Delegated request

Has the action been delegated? (TRUE/FALSE).

Date of action request

Date when the request was sent to the recipient.

Date of action execution

Date the action was executed.

Verification method

Method used to verify the identity of the action recipient.

Action duration (milliseconds)

Duration of the action - from receiving the request to executing the action; in milliseconds.

Position in sequence

Position of the recipient in a sequential workflow.

Recipient rights

Permissions assigned to the recipient (e.g., read, edit).

Expiration Date

Deadline for completing the transaction.

Reminder Date

Date when a reminder was sent for the action.

Request seen

Indicates whether the recipient has viewed the document (TRUE/FALSE).

Request status

Current status of the action request (e.g., Processed, Active ,\Waiting for turn, Unused,
Delegated).

Recipient of delegation

Email of the user to whom the request was delegated.

Delegated Request ID

Identifier of the new delegation request.

Transaction status

Overall status of the transaction (e.g., completed, canceled).

Shared with

Email of the user to whom the document has been shared.

© Circularo 2025
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Sender

The email of the user who initiated the transaction.

Transaction start date

Date when the transaction began.

Transaction end date

Date when the transaction ended.

Finish state

State of the transaction upon finishing (i.e. Completed, Cancelled, Rejected, Expired)

Transaction duration
(milliseconds)

Total time taken to complete the transaction.

User view rights

List of users with read permissions for the document.

User edit rights

List of users with edit permissions for the document.

Group view rights

List of groups with read permissions for the document.

Group edit rights

List of groups with edit permissions for the document.

Labels Shared labels or tags assigned to the document.

Signing template ID ID of the signing template used, if applicable.

List of metadata Metadata associated with the document.

At the top of the report, you can define a time period for the transactions (based on start
date of the transaction) and choose a specific sender or transaction status to filter the
transactions further.

The columns with different transaction details can be changed and adjusted. How to
adjust columns is detailed on the page about Status overview.

eve
H Charlie Adams
@ circularo - e
Transaction detail report This sub. period Clear - ok Export
{2} Home
NAME SENDER START DATE END DATE DURATION FINISH STATE PROGRESS @

[ Documents

Processed Sign by Charlie Adams

Templates Company memorandum - May.pdf Charlie Adams 03/09/2024 03/09/2024 2 minutes Document completed
= 7 2 Processed Sign by Gabriel Johnson
@ Drafts 0
Company memorandum - May.pdf Charlie Adams 03/09/2024 03/09/2024 1hour& 13 minutes  Document completed Processed Sign by Charlie Adams
B Processed Sign by Gabriel Johnson
) My folders
= P d Sign by Charlie Ad
% Shared folders Sample document pdf Charlie Adams 20/08/2024 23/08/2024 2days, 22hours, .. Document completed rocessed Sign by Charlie Adams
Processed Sign by Gabriel Johnson
% stamed Processed Sign by Charlie Adams
’ Company memorandum - May.pdf Charlie Adams 21/08/2024 23108/2024 1day, 23 hours, &...  Document completed Processed Review by Gabriel Johnson
- And 1 other action
< Shared Sample document.pdf Charlie Adams 23/08/2024 23/08/2024 & minutes Document completed e by D
Processed Sign by sarka.simunkova@circularo.com
[ Trash
P d Sign by Charlie Ad
Sample documentpdf Charlie Adams 23/08/2024 23/08/2024 1 minute Document completed rocessed Sign by Charlie Adams
Processed Sign by Gabriel Johnson
lul  Reports
Processed Sign by Charlie Adams
Transaction consumpt. Sample document.pdf Charlie Adams 20/08/2024 20/08/2024 1 minute Document completed Processed Approve by Gabriel Johnson
And 1 other action
Transaction overview
Tonseclon s Sample document po Help Team 200872024 o o
| Transaction detail
Pending transactions
E Contacts
Circularo ©2025 @
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Pending Transactions Report

This report is available as an add-on. Contact our sales team for more information.

The Pending Transactions Report displays only in-progress transactions, allowing you
to track which user the transaction is currently pending with. You can filter by sender
(initiator) or select a specific recipient to check their involvement in ongoing transactions.

This report shows the number of different transaction statuses during a selected period of time, by
default during current subscription. Users can customize the report by selecting a specific date

range.

Commonly Used Options:

This Subscription Period (default)
Today, Yesterday

This Week, Last Week

This Month, Last Month

This Year, Last Year

Custom Range

The columns shown in the default table include:

Column Name

Description

Name

Title of the document being processed.

Document ID

Unique identifier for the document / transaction.

Created by

The Email of the document creator aka owner.

Created at

Date and time when the document was created.

Total recipients

Total number of recipients involved in the transaction.

No. of pending recipients

Number of recipients currently required to process the document, i.e execute their assigned
actions.

No. of processed recipients

Number of the recipients who already processed the document.

Total actions

Number of all the document actions, including document signs, document shares for sign,
document shares for edit/view and share delegations.

No. of unique processed
recipients

Total number of unique recipients who have already processed the document. (Recipients who
repeat in the workflow are counted just once.)

Request ID

Unique identifier representing the requested action ID.

User email

Email address of the user whose row is detailed.

Requested action type

Type of action requested (e.g., sign, approve, review, accept).

Self signed

Document has been signed by the initiator (TRUE/FALSE).

Last action

Is this the last performed action? (TRUE/FALSE).

Delegated request

Has the action been delegated? (TRUE/FALSE).

© Circularo 2025
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Date of action request

Date when the request was sent to the recipient.

Date of action execution

Date the action was executed.

Verification method

Method used to verify the identity of the action recipient.

Action duration
(milliseconds)

Duration of the action - from receiving the request to executing the action; in milliseconds.

Position in sequence

Position of the recipient in a sequential workflow.

Recipient rights

Permissions assigned to the recipient (e.g., read, edit).

Expiration Date

Deadline for completing the transaction.

Reminder Date

Date when a reminder was sent for the action.

Request Seen

Indicates whether the recipient has viewed the document (TRUE/FALSE).

Request status

Current status of the action request (e.g., Processed, Active ,\Waiting for turn, Unused,
Delegated).

Recipient of delegation

Email of the user to whom the request was delegated.

Delegated Request ID

Identifier of the new delegation request.

Transaction status

Overall status of the transaction (e.g., completed, canceled).

Shared with

Email of the user to whom the document has been shared.

Sender

The email of the user who initiated the transaction.

Transaction start date

Date when the transaction began.

Transaction end date

Date when the transaction ended.

Finish state

State of the transaction upon finishing (i.e. Completed, Cancelled, Rejected, Expired)

Transaction duration
(milliseconds)

Total time taken to complete the transaction.

User view rights

List of users with read permissions for the document.

User edit rights

List of users with edit permissions for the document.

Group view rights

List of groups with read permissions for the document.

Group edit rights

List of groups with edit permissions for the document.

Labels

Shared labels or tags assigned to the document.

Signing template ID

ID of the signing template used, if applicable.

List of metadata

Metadata associated with the document.

Among the details shown in this table are whose action is next in line, as well as a short
overview of the entire transaction progress, such as which actions have already been
processed and which actions are pending. For sequential workflows, actions by future

recipients are queued.

© Circularo 2025
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The columns with different transaction details can be changed and adjusted. How to
adjust columns is detailed on the page about Status overview.

Pending transactions report
{ay Home

[ Documents NAME

() Templates Sample document.pdf

@ Drafts 10

Company Memorandum.pdf

5 My folders

Shared folders Company Memorandum.pdf

Starred
Company memorandum - May.pdf
© Recent
=& Shared Health insurance form.pdf
J Trash
Sample document.pdf
il Reports

Transaction consumpt. Company Memorandum.pdf
Transaction overview
Transaction success Company Memorandum.pdf
Transaction detail

Pending transactions

Contacts
Circularo ©2025
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CREATED BY

Help Team

Gabriel
Johnson

Charlie
‘Adams

Charlie
‘Adams

Charlie
Adams

Charlie
‘Adams

Charlie
‘Adams

Charlie

Bdame

CREATED AT

20/08/2024

18/02/2025

25/02/2025

07/102024

07/10/2024

23/08/2024

18/02/2025

18/02/2025

SENDER

Help Team

Gabriel Johnson

Charlie Adams

Charlie Adams

Charlie Adams

Charlie Adams

Charlie Adams

Charlie Adams

START DATE

20/08/2024

18/02/2025

25/02/2025

07/10/2024

07/10/2024

23/08/2024

18/02/2025

18/02/2025

WAITING FOR

20/08/2024 - Sign by john.doe@circularo.com

18/02/2025 - Sign by Jessica Smith

25/02/2025 - Sign by Adelaine Lewis

07/10/2024 - Sign by Adelaine Lewis

07/10/2024 - Sign by Adelaine Lewis

23/08/2024 - Sign by Adelaine Lewis

Charie Adams .
charlieadoms@circuaro.com

Recipient & Export

PROGRESS &

Processed Sign by Help Team
Pending Sign by john.doe@circularo.com

Pending Sign by Jessica Smith
Queued for Sign by Gabriel Johnson
And 2 other actions

Processed Sign by Charlie Adams
Pending Sign by Adelaine Lewis

Pending Sign by Adelaine Lewis
Pending Sign by Adelaine Lewis

Pending Sign by Adelaine Lewis

Processed Sign by Charlie Adams
Queued for Sign by Adelaine Lewis
And 1 other action

Processed Sign by Charlie Adams
Queued for Sign by Benjamin Smith
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Appendix

Analytical Questions Our Advanced Reports Can
Answer

Understanding and optimizing document workflows is crucial for improving efficiency, ensuring
compliance, and maintaining seamless operations. Circularo’s reporting and analytics capabilities
provide deep insights into transaction performance, user activity, security, and document
management.

This section highlights key analytical questions that our advanced reports can help answer,
covering areas such as transaction efficiency, completion rates, user engagement, security
compliance, and system performance. By leveraging these insights, organizations can identify
bottlenecks, streamline approval processes, and enhance overall productivity.

Explore the questions below to see how Circularo’s reports can help you gain a clearer picture of
your e-signature operations.

Transaction Detail Report

Transaction Performance & Efficiency

What is the average transaction duration from start to completion?

How many transactions were completed, canceled, rejected, or expired over a given
period?

What percentage of transactions are still pending and require action?

How long does it take for recipients to complete their assigned actions on average?

N o

Which recipients or groups take the longest to process transactions?
Which transactions have the shortest completion time on average?

o0 s~w

User & Sender Insights

Which users are initiating the most transactions?

How often is the sender involved in the transaction process beyond initiation?
Are there any patterns in transaction failures related to specific senders?
Which users or teams have the highest and lowest completion rates?

PR

Workflow & Recipient Behavior

1. How many total recipients are typically involved in each transaction?
2. How many recipients are still pending, and what are the most common blockers?
3. Which action types (sign, approve, review, accept) take the longest to complete?

© Circularo 2025 19/22
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How many transactions were delegated, and how does delegation impact completion
time?

Are there any recipients who frequently reject or delay transactions?

What is the average number of actions taken on a document?

Pending and Overdue Transactions

AL

Which users have the most pending transactions?

Which transactions have been pending with a specific user for more than 10 days?
Which transactions have been waiting for action from external recipients the longest?
Which transactions have been in progress for more than 30 days?

Compliance & Security

1. How often are verification methods (e.g., OTP, digital signature) used in transactions?

2. How many documents were viewed but not processed?

3. How many transactions expired before recipients could take action?

4. Are any recipients frequently delegating actions instead of completing them?

5. What is the average time between document creation and first action execution?
Delegations

1. Which transactions were completed by a delegated user instead of the original

recipient?

2. Which transactions have been delegated more than twice?

3. Which delegated transactions are still pending completion?

4. Who is the most frequent user delegating transactions?

Metadata & Custom Labeling

LW

How are document labels used to categorize transactions?

Which metadata fields are most commonly associated with transactions?

Do certain labels correlate with longer processing times?

Are transactions using specific signing templates more likely to be completed or
delayed?

Reminders & Expirations

N

o oA~ Ww

How often are action reminders sent, and do they improve completion rates?
What is the average time between a reminder being sent and the action being
executed?

How many transactions were completed before their expiration date?

Are transactions with short expiration periods completed faster?

Which transactions expired without completion in the last 30 days?

How many transactions were canceled before their expiration date?
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Pending Transactions Report

Transaction Status & Monitoring

1. What is the distribution of transactions across different statuses (e.g., completed,
canceled, pending)?

How many transactions expire before completion?

How many transactions get rejected by recipients?

What proportion of transactions require multiple reminders before completion?
How many transactions are currently in progress?

os wWN

User & Recipient Activity

Who are the most active senders of transactions?

Who are the most frequent signers or approvers?

How often do users delegate actions instead of processing them?
Which users have the most pending actions?

How many transactions were self-signed by the initiator?

How many users are currently delaying the completion of transactions?

o 0k~ wWwN R

Workflow & Document Processing

How many actions are performed per transaction on average?

How many transactions follow a sequential vs. parallel workflow?

How many documents are typically processed per transaction?

What are the most common verification methods used for transactions?
How often are documents shared with external users for signing?

How many transactions require re-signing due to errors or changes?

What is the success rate of transactions based on signing template usage?

NOoO oA~ WNRE

Security & Access Control

How many documents have restricted access?

How often do users modify access permissions for documents?

How often are transaction logs accessed for auditing?

How many recipients use multi-factor authentication for verification?

ok wnN e

How frequently are documents assigned shared labels?

Reminders & Notifications

1. How often are reminders sent before an action is completed?
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How long do users take to complete an action after receiving a reminder?
How many actions remain unprocessed even after reminders are sent?
How many transactions fail due to recipient inactivity?

ok~ W N

How effective are reminders in expediting transaction completion?
This data enables businesses to optimize workflows, improve efficiency, and enhance

compliance monitoring. Because data-driven decisions should be as effortless as signing a
document.
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