How to use SignIT®

e Creating the document

¢ Create the document that you would like signed
» Save as a PDF or Word document

9 Navigate to SignlT

e Log in to triSearch (www.trisearch.com.au)
* Using the Searches menu, navigate to Sign Any Document

triSearch

SEARCHES - ORDERS  REPORTS -  RESELLERSETTINGS~
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Sign Any Document

Dashboard

iSupport v trisearchadmin =

A sale( 8 settlements B corporate M National Support
> Titles & eCd > Add Settlement >ASIC » Property Ownership > Request Callback
> Plans & Dy > Calendar > BPSR > Electoral 1300 064 452
> Section 47 > Manual Services > AFSA Bankruptcy
Description Status Date User Amount Details

Search
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Total Amount: $0.00

Disp\ay: results per page

e Upload your document

o Enter your matter reference number

e Click Upload Document and select your document OR drag your file onto the SignIT screen
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Need further assistance? Contact our next-generation HelpDesk.

1300 064 452
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e Proceed to next screen

e View or Remove the file, or click Next to proceed
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[+ 0 /2 @

Upload Files Confirm Details Signatures Pending Signed
Bl Matter Reference Templates Upload Document
What documents can be e-signed?
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e Upload your document

o Add Signer Types for each signer using the drop-downs
e You can select Others to manually input the signer type
» Click Add Signer to add additional signers
e Click Next when you're ready to proceed
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Total: $5.95
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Need further assistance? Contact our next-generation HelpDesk.

1300 064 542
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e Add signing tags

» Drag tags from the menu on the left onto your document

« |f you have multiple signers, you can alternate between them using the drop down at the top of
this menu. The tags for each signer will be in a different colour.

¢ You can change the font and text size for some of the tags using the menu on the right.
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 Click Send to proceed to adding signer details.
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Need further assistance? Contact our next-generation HelpDesk.

1300 064 452
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@ Add signer details and send for electronic signing

» For each signer, enter their name and email address.

 |f you have added the tag ‘Name’ to your document, the name that you enter on this screen will
be used.

* Click Request Signatures to send an email to each signer for electronic signing.

Docuﬁvfgnﬁ

Hi, taylah, marius.ding has sent you a document to review and sign

Original Sender: marius.ding

marius.ding@trisearch.com.au

Dear taylah

You've been invited to electronically sign this document. Before you sign, please read through the document
carefully.

Once the document has been signed by all parties, you will receive a completed copy of the final document by email.
Kind Regards

Q Signatures

» Fach signer will receive an email inviting them to review and sign your document.

* When they click Review & Sign, Docusign will take them through the simple electronic signing
process.

DocuSign. (riSearch
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Need further assistance? Contact our next-generation HelpDesk.

1300 064 452
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@ Review the final document

» Once all parties have signed the document, you and all signing parties will receive a copy.

DEMONSTRATION DOCUMENT ONLY
DocuSign Envelope |D: 920738AF-884A-406F-894F -DF84EFF 1BBTC PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
989 3rd Ave, Suite 1700 - Seatlle - Washington 88104 - (206) 218-0200
www docusign.com
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Need further assistance? Contact our next-generation HelpDesk.

1300 064 452



