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Electronic signature

About

February 23,2022

Citrix delivers electronic signature capability using Citrix RightSignature. Once integrated with your
Citrix Workspace or Content Collaboration account, you have the ability to obtain legally binding
signatures on documents entirely online. This allows documents to be completed quickly and se-
curely.

Use electronic signature to send a document to obtain online signatures. Simply upload your docu-
ment, enter the email address for each signer, and place any text fields and signature locations. Elec-
tronic signature emails recipients a unique link sign your document and automatically guides them
through the document to fill out any necessary text fields and sign online.

For more information on administrative tasks in electronic signature, see Electronic signature in Citrix
Product documentation.

Send for signature

September 30, 2022

The following instructions provide the steps necessary to send a document for signature in both Files
for Citrix Workspace and ShareFile.

Once electronic signature is enabled for your Workspace or ShareFile account, you can send docu-
ments for signature. For more information on enablement, see Getting started.

1. From either your Files for Citrix Workspace or ShareFile account, select the document you want
to send for signature. The preview window opens.

Signed Contract

e

2. Select Send for Signature to open RightSignature.
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Electronic signature

Prepare Signed Centract - Electronic Signatune Examgle
Prepare Docurment

Signed Contract Request

A v e g e

Annotate:

Advanced Taols:

=@

3. Select Prepare Document then type the name of the signer and their email address.

Add Signers

Who needs to sign “Signed Contract - Electronic Signature Eample™?
+
S

@)

4. Select Next: Place Fields to create the signer and annotation fields for the document’s recipi-
ents.
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Signed Contract

Lo wbecir i hgrastirs am gl

==
©.

5. Select Next: Review to type a personalized message, set an expiration date, and add security
settings such as passcode and KBA for the signer, if necessary.

6. Select Send Document.

Message status

The signer receives an email requesting the signature for the document. You can monitor the status
by selecting the document in the RightSignature dashboard.
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Status

Cverview

People Involved:

Remind

Security Options:

Actions =

Tags:

Message to Recipient(s):

©

The Overview provides the following information.

» People involved: receipient names and email addresses.

+ Security Options: including expiration date, passcode, and signer sequencing, if selected.

» Tags: if selected.

+ Message to Recipient(s): the message you provided to the recipients when you requested their
signature.

The History provides a timeline of actions from signature request creation to the document siganture
being executed by the signer(s).
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Status

History

e 4 minutes ago All signers have
signed and the document is now

executed. Copies have been sent to

4 minutes ago

y = J authenticated
via email on Chrome via Windows
from

4 minutes ago

v i ) signed the
document on Chrome via Windows
from

5 minutes ago

- Cviewed the
document on Chrome via Windows
from
25 minutes ago

created

document "signed_contract_-
_electronic_signature_example.docx’
on Chrome via Windows from

25 minutes ago
was emailed a

©—0—0—90

link to sign,

Bulk send for signature

February 16,2022

The following instructions provide the steps necessary to send multiple signers their own copy of a
document to sign via an e-mail.

1. Select Bulk send for signature.
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Start Document

-

(=) (2)

Send for signatwre Sign a decument yourself
Send documents to be signed by ore Are you the onlly signes? Sign and add
oF MCEE Partss. text, then share the compileted
BOCLETHENL

(=) 2 |

Bulk sand for signature Create a reusable template
Send multiple people their cwn oy of Turn ary Tnequently used dooament
B AOCUMENL Lo SR inte & powenful termplate That you can
rewse, dotribube, of emibed in your
webdibe.

2. Select a template to bulk send.

Choose a template

Q) Search templates.

. Buli send only works with 2 tingle tigher

template. New to bulk send? L Mo

Note:

Only templates with a single signer role are available for selection. If a valid template is
not available, create one from the Templates tab. For more information on creating a tem-
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plate, see Create a template.

3. Select Upload Signers.

Upload

(@)

4. Upload a CSVfile. The CSV should not contain empty signer name or signer email ID values. The
number cannot exceed 100 signers.

Upload CSV

Driey i o your C5V Pl

+ Ifthe CSV has errors, and error message might display. Correct the issues with the CSV file
and upload the CSV file again.

Ei

\ 4

Upload Failed

£6.8. 10 12. 14,16, 18, 20, 22. 24,

5. Type a message, set an expiration date, and add tags, if necessary.
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Electronic signature

Send for Signature

6. Select Confirm.

Send Document

You are about to share this document with multiple signers

The document status is displayed on the dashboard.

Search for bulk send documents

There are two ways to search for documents sent using bulk send:

+ Dashboard: search using tags you added before sending the document or use the document
name.

« Template: select the template used to send and then select View Responses.

Procuct Rep Latter 3 " Actions

December 31, 2019

Send a document package

February 23,2022

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 9



Electronic signature

This electronic signature capability allows you to merge multiple documents and send it to the signer
as a single document for signature. This removes the issue of merging documents outside of Citrix
RightSignature. Users are able to prepare the document on the go. Signers also have the ability to
access, organize, and sign a single file as well as the ability to save and come back later.

Instructions

The following instructions provide the steps necessary to merge documents into one and send to be
signed by single or multiple parties.

1. Select Start Document to open the dashboard.

2. Select Send document package.

e

3. Choose more than one document to utilize this feature. You can choose up to 5 files and a max-
imum file size of 20MB in total. The sequence of the files is determined by the sequence of
selecting the files while uploading.

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 10
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Send document package

Drag and drop files here or:

[ oo oo [

4. Select Prepare Document.

send document package

5. When prompted, type the name of the signer and their email address.

© 1999-2024 Cloud Software Group, Inc. All rights reserved.
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Add Signers

Who needs to sign “Signed Contract - Electronic Signature Eamgle™?

@

Notes:

« Email addresses for each signer needs to be unique. Be sure to enter each signer’s
name and email correctly - once the document is sent, email addresses cannot be
changed. The document will need to be recreated.

« If you add multiple signers to a single document, you can designate signers to their
own Request Field. After placing a Request Field in the document, double-click the
field to open up additional options. Use the drop-down menu to assign the appropri-
ate signer to complete the field.

6. Select Set signer order if necessary. Once enabled, the document will send to each signer in
order as listed rather than sending the document to all the signers at once.

Note:

For more information, see Assign an Order for Signers on the Same Document.

7. Select Next: Place Fields to create the signer and annotation fields for the document package
recipients.

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 12
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Prepare Sample Phato Release Form

Prepane Docsment

Regquest

Annotate:

8. Select Next: Review to type a personalized message, set an expiration date, and add security
settings such as passcode and KBA for the signer, if necessary.

Prapans Dagument

Request

Yaur Agreemenl
Annotabe

Achinned Tools:

9. Select Send Document.

The signer receives an email requesting the signature for the document package. You can monitor the
status by selecting the document in the RightSignature dashboard.
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Video: Document Packager Feature

The following two and a half minute video provides a quick review of how to utilize the document

packager feature.

This is an embedded video. Click the link to watch the video

Create a template

July 25,2022

Follow these steps to create a template:

1.

6.

From the Citrix RightSignature dashboard, select Templates in the left menu bar, then select
Create Template.

Select Upload A File to open the document you want to build a template with.

If replacing the underlying source file used to create the template, select the red x. Afterwards,
select the new source file of the template.

Select Prepare Document to continue editing.

First, edit the roles on the template - change the role names, edit the order, or add/delete roles.
Add Rales

What roles does this template need?

@

Select Next: Place Fields to create the signer and annotation fields for the template.

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 14
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Prepare Sigred Contract - Elecironic Signacuse Example Prepare Document

Signed Contract

Lo wbecir i hgrastirs am gl

==
©.

7. Next use the document overlay options to add, change, and remove various types of fields.
When finished with edits to the document, click Next: Review.

R

B |

(@)

8. When you are finished editing, select Create Template.

Delete saved signature

July 25,2022

Follow these steps to delete your saved signature.

1. From the Citrix RightSignature dashboard, select Account > Settings in the left menu bar, then
scroll to the bottom of the page to Saved Signtures.
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% Citrix RightSignature
o |
[ o« I

Setlingt S Signatuoes

m*"’/

2. Select the trashcan icon to delete the signature.

3. Select Delete to confirm you want to delete the signature.

Confirm Deletion

Are you sure you want to delete this signature?

TR

Decline to sign

February 8,2023

RightSignature provides signers the ability to decline to sign a document.

Instructions for the signer

The following instructions explain the process of a signer declining to sign a document.

1. You, the signer, receive a signature request email and you are asked to Review & Sign Docu-
ment.

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 16
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has sent you the document ‘Signed Contract - & O
Electronic Signature Example' to sign (Sasmsl inbox «

. RightSignature.com <documents@rightsignatune coms 958 AM (Thour ago]l oYy - i

:
® - -

citnx | RightSignature

Hella Joe,

Please sign if you accept the term of the contract.

Signed Contract - Electronic Signature Example
(ssgned_contract_-_electronic_ssgnature_sxample docx)

Reference &

Status: Pending

Expires: 03/05/2023 09:57

Sender:

T review the decument and sign with an electronic signature, follow this link:

REVIEW & SIGN DOCUMENT

If clicking the button doesn't work, copy and paste this link into your browser's URL bar:

https:/: rightsignature.com/signers

2. Open the document using the link in the email.

3. After reviewing the document, if you decide not to sign, select More Options. The Decline Doc-
ument option displays.

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 17
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D | & Rghtigeatee|Sign | Sgred O x|

- O ) iy nghtIGAItUne Com g A 18 o @ i
.
+
]
Signed Contract &
(A electronic signature example) v

The fedlowing is a signed contract between . and this Contract Signing

Document.

In this document, the agreement allows initials here: ______ and a signature
here - Of course you can also set up multiple places for
initials, and or just hawe a final signature along with dabe entry at the bottom.

+ Sign Hatza M TE Y
. Signature i Date__ " R

Signed Contract - Electronic Signatune Examiple
Froen
Heed Help? a Daecling Dooument

4. Select Decline Document. The Decline Document Confirmation displays requesting that you

provide a reason for declining to sign.

NOTE:

If the document is declined, there is no way to cancel and an automatic notification email

will be sent to all relevant participants.

© 1999-2024 Cloud Software Group, Inc. All rights reserved.
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D | & Rorsgmnmeisonisgneac: x |+ =

Decline Document Confirmation

Reason fof Deching will beé dhared only with the Sender)

A

I the document is onte decined. Bhen i no way back.
() T notcaton emas will e sent 10 8 reevant
pancpants.

e _

5. Select Confirm to complete the Decline Document process.

< O O hoest wissgneny” e At B @ -

O @ oo x|+ B

€ O & mmey 0 nghtgratuisest idseument-decined A BB -

Citrix RightSignature

Document Declined

This document has been declined by o of the ssgner(siL
Ad & pesule, thi documernt cannol be exsuted.

Pevacy Poley  Tarerd Of Use
1€ 19552023 Ciftrin Systerns, lnc. AN Rights Reserved

© 1999-2024 Cloud Software Group, Inc. All rights reserved.
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The Decline confirmation email is immediately sent to all relevant participants.

+ Sender received

nature Example’ has been declined S e -

cini | RightSignature

Hillo ke

Signed Comtract - Liectromlc Signature Lxample

whepcl__gipihines_pratur_giaeoiy

Thin Sexcumank hag Basn decieed by Jon ShaneFile. Ax 3 resull, the dooosmant cannal be
wokuted. Rasson for Dacling - | chooas in deding thie contract

Echn

« Signer received

citrex | RightSignature

Haello Jos,
Sgrend Lot sl
Slgned Contract -
Electronic Slgnature
ExXample (segmed_contract_-

- - _eechrone:_signature_example.doo)
Refereme =1 -

Status; Dechined

Exgares: 00/05/2027 957
Sender;

This document has been declined by you. As 3 result, the doocumsnt cannot be sxescuted.

© 1999-2024 Cloud Software Group, Inc. All rights reserved.
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FAQ for the sender regarding Decline to sign feature
What is this new feature?

When a signer receives a document to sign, RightSignature provides the signer the option to decline
to sign.

If I send to multiple signers, what happens when a single signer declines to sign?

The signing process stops as soon as one of the signers decline the document. A notification email is
sent to all of the participants.

What happens if | send to multiple signers with a set order for signatures and one sigher
declines?

The signing process stops with the signer who declines the document. The signers in order after the
decline will not be notifed.

What happens if | change my mind after | select Decline Document?

Unfortunately, there is no way to cancel the decline process once you select Decline Document. The
sender will have to start the process over again.

Edit a template

July 26,2022

Follow these steps to edit an existing template:

1. From the Citrix RightSignature dashboard, select Templates in the left menu bar, then select
the template that you want to edit from Reusable Templates.

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 21
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Citrix RightSignature ==
' Templates
0 P
|
Reusable Templates

2. Select Details, and on the Details screen select Edit.

Reusable Templates

Signed Contract - Bectron

3. If replacing the underlying source file used to create the template, select the red x. Afterwards,
select the new source file of the template.

4. Select Prepare Document to continue editing.

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 22
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What roles does this template need?

@

First, edit the roles on the template - change the role names, edit the order, or add/delete roles.
When finished with editing the roles, click Next: Place Fields.

Prepane Sigred Comract - Electronic Signacuse Example Prepare Document

Signed Contract

Lk e ronic sgrasturs ansmgie

(@]
5. Next use the document overlay options to add, change, and remove various types of fields.
When finished with edits to the document, click Next: Review.
6. Edit the name, message, tags, expiration, and carbon copies for this template.

7. When you are finished editing, select Create Template.

Merge fields with signature templates

February 23,2022

Merge Fields give document senders the ability to pre-fill each copy of a template with custom text

before the document is sent.

This article outlines the basic steps to merge fields when creating or editing a template. To create a
merge field, use the Document Overlay tools when preparing a document.
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1. From the Citrix RightSignature dashboard, select Templates in the left menu bar, then select

Create Template.

2. Select Prepare Document.

3. Select Next: Place Fields to place a Text Field, Date Field or Checkbox to the desired location

in the document.

4. Once you place the field on the document, double-click on the object box.

5. Once prompted to name the merge field, type in a name for Text Field 1.

This is the name of the field that the sender will be prompted to fill each time a copy of the

Template is sent.

Field required?

Merge field?

Client Name|

Show More

New Client In

Delete

Name

ut and e-sign this sample agreement to see how easy
Il be for your recipients to e-sign your documents.

Company

Address

City

State

Zip

Email

Phone

Service Details

Account Rep

Service Plan

Prepare Document

Request:

X_ Signature Field
[A7] Text Field
[#] DateField
| checkbox

Show More

Annotate:

(s Add signature
T AddText

~/ Add Checkmark
Advanced Tools:

[ impart overtay

When preparing a copy of the Template to send, the sender can enter custom information into

each Merge Field.

Note:

Once the document is sent, the merge data is locked and cannot be edited by other parties.

Generate a share link for templates

July 26,2022

The following instructions provide the steps necessary to create a link to a document for signing.

1. From the Citrix RightSignature dashboard, select Templates in the left menu bar, then select

the template that you want to use from Reusable Templates.

© 1999-2024 Cloud Software Group, Inc. All rights reserved.
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Citrix RightSignature B

Templates

Reusable Templates

2. Select Details.

3. From the Templates Details screen, select Generate Share Link.

igrsed Contract - Eleceranic Signature Exa
; o Actions

Signed Contract

. gt memie |

@
4. Onthe Generate Sharing Link screen, review and edit the following fields as needed:

+ Name this sharing link.: Use this to make managing links easier.

+ Limit number of uses?: Use the toggle to limit the number of times the link can be signed.

+ Expire after number of days?: Use the toggle to set a number of days for the link to be
valid.

+ Identity Method: Select the method to identify the signer with email, SMS, and none as
options.
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- Sand For
Signed Contract Signature
(An ¢ B
Generate Sharing Link 9
bt Generate
B Share Link
W allows - ]
®
ave a fin
View
13 Responses
o o
Delete
— fenity Method Emai »
Roles
Blljﬁi“l

5. Select Generate Link. Use the Copy to Clipboard option to paste the link into messages.

lectronic signature example)

. T Generate
en ___ and this Contract Signing
B Share Link
Link Generated
@
View
REsponses
https://secure.rightsignature. con/templates/3eaZes18-233b-
4763 -80%e-ac5b21df2e84/ template-signer- m'
Link/adad720e84791977e46a1dea0e 245987
Delete

Embed template document into a website

July 26, 2022

The following instructions provide the steps necessary to add an electronic signature document di-
rectly to your website for easy signing.

1. From the Citrix RightSignature dashboard, select Templates in the left menu bar, then select
the template that you want to use from Reusable Templates.
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Citrix RightSignature E=

Templates

Reusable Templates

2. Select Details.

3. From the Templates Details screen, select Embed in Website.

Actions

Signed Contract

@

4. Onthe Generate Embed Code screen, review and edit the following fields as needed:

+ Name this code.: Use this to make managing code easier.

+ Display Type: Choose button, image, or inline text to display on your webpage.

+ Limit number of uses?: Use the toggle to limit the number of times the link can be used
to sign the document.

+ Expire after number of days?: Use the toggle to set a number of days for the link to be
valid.

+ Identity Method: Select the method to identify the signer with email, SMS, and none as
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options.
1l s
P ' _ |dFor Embed In
4 Generate Embed Code B i
B Name this code. 9 =
berate Manage Links
o e Link & Embeds.
! Display Type Buiton v
Z
e
Limit number of uses? OFF fones =

7 Expire after number of days? m
lete

30

Identity Method: Email v

Generate Link

5. Select Generate Link. Use the Copy to Clipboard option to paste the code into your HTML

editor.
& &
Signed Contract send For Ermbed in
Signature Website
{An electranic signature example]
between ., anad this Contract Signing & =
. lerate Manage Links
¥a  Code Generated ke Link & Embeds
2 &
i% lew

<a href="https://secure.rightsignature.con/templates/Ieale518-
233b-4761 -2d6e -acSh2idfleld /remplate-signer-
link/bo6fe24eb69650C350485a0562900d1° class="enbed_button
embed_green_button™ ld="embed_83275784-881b-4F7a-Bedf- E‘
— Beedledld7dd” data-guld="03275784-801b-4FTa-Bedf-

BEedleRld7da™»5ign Document</ar<script charset="I50-B859-17

b Edit

src="https://secure.rightsignature. con/embed . Js"></script> Hete
Copy To Clipboard
L]

Sign your own document

November 30, 2021

This article outlines the basic steps to send yourself a document for signature. Electronic signature
supports PDF, Microsoft Word, RTF, and TXT file types for upload.
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1. From either your Files for Citrix Workspace or ShareFile account, select the document you want
to send to yourself for signature. The preview window opens.

Signed Contract

A et it s £ bmla]

> ~ 5 o«

3. Select Prepare Document.

Add Signers

Wha needs to sign “Skgnied Contract - Electranic Skgnature Eample?

- _..-v@
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4. Under Annotate:, select Add Signature

Prepare Document

Annotate:
Add Signature

5. In the signature box, you can use your mouse to create a handwritten signature, use a saved

signature, or use the type-to-sign feature. Click Apply when finished.

Click and drg to dranw your signatune

Types Signatuce

6. Select Next: Review.

7. Select Save Document.

P CHT

30
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Reminder emails

February 23,2022

There are two ways to send reminder emails to gently remind the signers to complete an unsigned doc-
ument. Thefirstis enabled in settings and will automatically send a either a daily or weekly reminder.

The second is a manual reminder that you can use at any time before the set expiration period.

Auto reminder

1. Under Account > Settings, navigate to Send reminder emails.

2. Select one of the following options:

« No auto reminders: This is the default and no reminders will be sent.
« Weekly: Select to send a weekly reminder.
« Daily: Select to send a daily reminder.

This setting can be changed at any time.

Manual reminder

1. Inthe Documents dashboard, select the document you want to send a reminder for.

© 1999-2024 Cloud Software Group, Inc. All rights reserved.
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Status

Overview

People Involved: Manage

2. Click Remind by the name of the signer under the People Involved section of the Status col-
umn.

A reminder email is sent.

Saving signature progress

October 6, 2021

Recipients of electronic signature requests can save their work before completing the required signa-
tures tasks. This ability to save allows the signer to step away from large documents without losing
their place in the signing process. Utilizing the original link from the signature request email, the
signer can complete the task from the point they saved their progress.

The followinginstructions provide the steps necessary for a signer to save their progress when signing
large documents.

1. After opening the document from the link provided in the signature request email, select Save
Progress at any point while signing.

© 1999-2024 Cloud Software Group, Inc. All rights reserved. 32
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Signed Contract
[An ehectroni; signature example)

The following i a signed contract betveeen . sy and Ehins Contract Signing
Dieciimeesnit.

-
. In this dotument. the agrooment allows initials henk: "% “and 5 sigrature

here . 84 oourie you can abio set up multiple places fior
iniials Too ey - o0 jund Bave 3 finad signature along with date entry af the bottom.

. Sigmed Contract - Becronic Signature Example EEEEEE——

The saved message displays.

o © WY AR D AR L RORE S0, LI B I LR 1

' Eigials Sooe caiendy o o il Bueer a final signature along with date entry a8 the botbom

ure Examyie T —

2. Toreturn to the document and sign at a later time, select Review & Sign Document in the orig-
inal signature request email.
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Hella Joe,

As the buyer, complete the template.

Signed Contract - Electronic Signature Example
(ssgned_contract_-_electronic_signature_sxample.docx)

Reference =: «

Status: Pending

Exgores: 11/03/2021 13:40

Sender:

To review the document and sign with an electronic signature, follow this link:

REVIEW & SIGN DOCUMENT

If clicking the button doesn't work, copy and paste this link into your browser's URL bar:

https:/isecure. rightsignature. com/signers

. ~Scitrice. oom
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