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User manual ®
Login to Click & Sign back office using your CLICK & S’t%wp
user name and password.

Access

O User area . '® English +

e ——

Home Learn more How it works?  API Blog Pricing @

CLICK & S’uay\,p ”

Welcome to Click & Sign
Esignature made easy Sign up for an account

The simplest and most complete electronic signature platform

Access




Initial data collection

When entering for the first time to the Back Office,please provide
the following:

Basic data

Company or contact name
Company tax ID
Languages

Language of the documentary evidence (the language of the PDF document
that records the technical details and communications of the Click & Sign
process)

Senders Name or mobile number of the SMS sender- Email sender

Brand image

Upload or drag your company logo
Text colour

Background colour

"Sign" button text colour

Button background colour
Preview email

Preview signature page

Initial set-up

Basic data

Company or contact name

Language of the sending

English v

Name or mobile number of the SMS sender

Brand image

Text colour Background colour
#4BAFS4 [ V) #FFFFFF )
LN N o000V 00

Preview email

Preview signature page

Company VAT number

Language of the documentary evidence

English v

Sender of the mails

1
1
Company logo i
Drag the image or click here to upload it 1
1
1

Button text Button background
#FFFFFF ) #D32365 o
LN N o000 00

Save

User manual
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Dashboard

Side menu:

Sending
documents

+ Dashboard
+ Sendings
*  Templates

Delivery Status:
+ Signed

¢ Inprocess
* Cancelled

« Wrong

*  Expired

+ Exceeded OTP
attempts

+ Declined

+ Exceeded
signing page
attempts

User manual ®
CLICK & S’cg,wﬁ

Once the initial data collection is set up, the next screen you'll see is the "control panel”.

CLICK & Sign 24 Dashboard Credits 7.4 @b emajor E TOp menu
Send Available credits
4 (]
—— Lleida.net Cloud
Dashboard Signed
0 Short cuts
C: lled
0 ancelle . Send
In process o) *  New template
+  Manual
OTP attempts exceeded . Get it now
@ 5igned @Inprocess @ Cancelled @ Incorrect ' Expired 0
OTP attempts exceeded @ Refused 1 NOTI FICATIONS
Expired e
Refused
User:
We're here to assist you o> *  Technical
support
credits

* Language
. * Logout
Ueida.net g

Access to technical
support



Sending documents

Sending documents

Manually:
Enter the recipient's names, mobile

numbers, and email addresses
manually.

Using a CSV File:
Bulk sending by uploading a CSV file
with recipient data.

CLICK & S‘:?u 9 Dashboard

[ manually

Using a CSV file

80.0%

@ 5Signed @In process @ Cancelled @ Incorrect  Expired
OTP attempts exceeded @ Refused

We're here to assist you

Lleida.net

Download manual Vv Contact Technical Support R

4

Signed

0.

In process

0.

Expired

User manual
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Credits74.4 @b emajor E

Incorrect
Cancelled

0.

OTP attempts exceeded

1

Refused
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How to send Manually CLICK & Sign

P Select a template from the predefined options that best meets your needs.
CLICK & Sign

ID of the sending Select the template

n Select template

Biometric handwritt Signature with Digital
D Wanually iometric handwritten ignature with Digita Signatura with SMS Code
signature i Certificate i i
,  Upload documents
Y Using a CSV file
5 Signatories' documentation
Signatories' data
4 ge dR® 0% 100% 88 11,08
Signed by: EVA o
¢ Click&Sig A
Date: 06/06/2024 14:22:11 ressian
CEST Hello, to sign the documents,
please type th fllowing codle
s et 5
(REGISTERED SMS)
6 Finish

Alternatively, you can create and customise a new template with the available features (details on this option will be provided later).

CLICK & Sug,wp

Send B + New template

D NAME TYPE OF SIGNATURE COMPANY NAMIE EXPIRATION TIME LANGUAGE ACTIONS ACTIVATED
70686 Signature with SMS Code One time password (OTP) demo 30 days English O

€ Dashboard
70685 Signature with Digital Certificate Digital certificate demo 30 days English O

70684 Biometric handwritten signature Biometric  One time password (OTP) demo 30 days English O
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How to send Manually with a Digital Certificate e

step 1 seleCt the ID of the sending Select the template
Sending ied out wit P
template.
n Select template
For this example, we'll use a iometri i i ith Digi
’ 0. t e ) P e, we e B.lometrlc handwritten ) Slgn'a?ure with Digital . Signature with SMS Code )
Dlgltal Cel’tlflcate signature i Certificate i . i
N " Upload documents Y
Signature. G ‘
3 Signatories' documentation
4 ?anaturies' data

Finish
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How to send Manually with a Digital Certificate e

Upload documents

Add here the documents to be signed

Step 2 Add the document that your recipient needs to Click or drag documents here
sign. Once uploaded, it will appear at the bottom. e

You can also upload them directly from the cloud: ¢, 33 @

e B Invoice.pdf

Step 3 Documentation from the signatories
(optional) Request your signatory to upload

documents such as pay slips, receipts, or any /
necessary documents.

Signatories' documentation

Name of document I need to certify these documents

ID card Mandatory

You can request up to 10 documents from your
recipient before signing Specify if you want to certify — \
them. You can now add a document.



How to send Manually with a Digital Certificate

Step 4 Configure the
signatory's data.

If a recipient is not already in your
contact bookthe system will
display an icon to add them.

Single signatory: requires only one
person’s signature.

Parallel signing: documents are
sent simultaneously and can be
signed in any order.

Hierarchical signing: documents
must be signed in a predetermined
order, so the second level cannot
sign until the first has done so.
You can set the desired number of
signatories at each level.

Note: Please note that the
maximum number of signatures
allowed on the same document is
20.

Contact details of the signatories

Signatures required for the next level

Name and surname

T Optional for additional signatories:

v

©

Add a new signing level for
Hierarchical signing

Email

‘ B Add signatories from the address book ‘

You can save the
contact to your
contact book for
future use.

User manual
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Activate passcode for all signers

Identity document number

+ Add a new signatory

or add a new signatory for
Parallel signing.

Available only for
custom templates.



How to send: Manually with a Digital Certificate

Step 5 Document Editing

Position signatures and assign editable fields.

If you uploaded a document with editable fields, you could edit them

at this stage.

Documents

= Invoice.pdf

Lorem ipsum dolor sit ame, consectetur adipiscing elt. Praesent tincidunt neque quis
ex malesuads, infermentum sapien con v msanimperdiet
Izoreet. Aenean faciisis nisi ante, vel
erzt sollicitudin venenatis. Fusce id placerat eros, 2 venicu
‘elementum metus vel, dicum ipsum. Morbi volutpat, sem. ricies consecieur, barc
erat pulvinar ligula, fringilla loboris leo

rhoncus eu d nunc. Cras lacinia urna

Aenean faucious augue id purus rhoncus, vel hendreri nibh rhoncus.

Nunc venenatis vestioulum nisl non tempus. Suspendisse & nunc lacinia, aliquanm ligula

imperdiet, convallis massa. Nam eget fringila massa.
it molestie, semper sem. Aenean Congue puru:

s lecuus 3, faciisis enim. Proin porta utrices massa vel malesusde

ellees nasan o, viinse senecus o nes o molessads fame o s

Sed lectus ipsum, congue vitae magna in, fermentum accumsan ipsum. Ut eget

bendum convallis. Danec eu fringila mass, sit amet tempus dolor

ngue portitor. Sed mollis malesuada arcu eu euismod

Proin non fringlla nibh, lacinia dapibus odio. Donec et magna lorem. Mauris accumsan
malesuada bibendum. Fusce nec enim vestbulum, Maximus lacus vel, maximus Justo.
Vestibulum at wrpis vitse ipsum ormare hen Suspendisse potenti. Curabitur eu
quam, a¢ congue ex. Vivamus eget purts e mi egestas maximus id
tortor. Mauris viverra tempus dolor, vitae tincidunt ligula tincidunt 2. Ut soll
magna nec odio euismod placerat. Sed ut veniculz lacus

Curabitur vitse dui non ipsum portitor sodales sed 3 leccus. Morbi luctus, urna at
Sodales faciisis, neque ex semper justo, at con: pis n odio. Morbi nunc
purus, viverra at purus u, 0bortis tempor nisi. Vivamus I0borTs rcu sit amet justo
pulvinar piacerat. Nulla fels libero, portitor sit amet aliquam vitae, congue In massa.
Suspendisse porenti. Msecenss hendreric congue mauris wiputste maximus.
Vestibulum aliquam sit amet urna eget euismod.

Test Person! Test Person 2

J

o @

User manual
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If you added more than one signatory in the

previous step, you would now need to

position them on the document.

Document editing

Select the signatory

Fields

Test Person/

Signature

@ Icon features

Drag the signature box across the document and place it where the
signature should be displayed

Automatic placement of a signature box in the centre of all the document's

pages

Move, resize, rotate or delate just this signature,

Move, resize, rotate or delete all signatures by the same signer at once.

(e
©
O

Rotate the signature box or all boxes 90

Delete the signature box or all boxes

Drag the
box to the
location on
the
document
where it
needs to be
signed.

You can use
the following
configuration
options.
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How to send Manually with a Digital Certificate

Step 5 Document Editing

- Prepare your document for signature with these customisation options:
- Within the document, select which fields should be editable.
- The properties of each field you select will be displayed on the right-hand

Field selected and editable by the recipient

Document editing

side for easy access. sobre la Renta de las Personas Fisicas _Retenciones sobre rendimientos del trabajo
. . . . . . T municacion de datos al pagador (articulo 88 del R nto del IRPF)
- Designate which fields the recipient can edit, ensuring controlled flexibility. bl i Soemens ! 145

. e e Field properties
- Editable fields are restricted to completion by the assigned signatory only.

Assigned to

| TestPersont v

O Mandatory

Your document contains editable fields Field enabled

’7’* o 7 : | Specify the
! editor for

What do you want to do?

o Assign all fields manually

Ignore all fields

Assign all fields to a signer T W s e A e T o e i o S A Toggle the each field
: o Sy editability of the to
Test P 1 . q i
SR fields to suit your ::}rea'mll_ne
e signing
) ) document’s
O Mark fields as required process.

requirements.

Save and continue

Focha y frma de s — bo & Previous Next step -



How to send Manually with a Digital Certificate

Step 6 Review and Send

From this point, you can make the
following modifications:

1. - The selected template

2. The documents to be signed: If
you wish to replace the current
PDF document with another, you
can do so now.

3. Signatory documentation:
request documents from the

signatory before they sign.

4. Signatory ‘s data: Update the
signatory’s details.

5. Signature placement:

Finally, click on Send

Check details and send

1. Selected template:

¥ 2.Documents to send

Documents to be signed

= invoice. pdf

S Modelo_145._rellenable.pdf

¥ 3.Documentation requested to the signatories

Documentary evidence:

1Dcard (IR

¥ 4. signatories

Test Person 2

john.doe@email.com

¥ 5.Document editing

Editable fields of the document have been assigned to the signatories

Digital certificate

Digital certficate

User manual
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Sent

CLICK & S‘.ﬁ»p

Send

€ Dashboard

Sent

Templates

User manual ®
CLICK & S’cg,wp

In the left panel under 'Deliveries,' you'll find detailed information about each shipment:

e Status (In Progress, Signed, Cancelled, Error, Expired, Exceeded One-Time Code Entry Attempts, Declined, Exceeded Authentication Attempts at the Signing Page)
* Delivery ID

+ Signatories

¢ Timeline

« Day of sending

» Expiry date

+ Type of signature

« Documents: The original attached PDF documents. Once signed, the documentary evidence and signed documents will be annexed.

« Actions: Send reminders or cancel sending

You can also export these in a CSV file and apply a quick filter to search for a specific delivery.

v v v 3 Jun-2)ul e ‘ Export v

STATUS DELIVERY ID SIGNATORIES DATE OF DELIVERY EXPIRY DATE TYPE OF SIGNATURE DOCUMENTS ACTIONS
emajor@lleida.net
J— 1719924544308 02/07/2024 01/08/2024 Digital certificate I:I
john.doe@email.com
Information about the Timeline and View the signed Send Cancel

current status of the delivery technical details document reminder sending



Sendings

Timeline

Signatory s details

Signatory s details

General

Signatory ID
(signatory_id))

17199245460400000

Available signature methods
(signature_methods)

pki_lleidanet

Date created
(signature_start_date)
07/02/202414:49:06
Signature ID
(signature_id)

17199245460400000

Failed attempts with one-time password

(otp_tries)

0

1st visit the signature page
(signatory_landing_date)

01/01/1970 01:00:00

Failed access attempts

(access_tries)

o

Deployed signature methods
(signature_method)

Last status change date
(signatory_status_date)

07/02/2024 14:49:50

Utilized landing access methods
(landing_access_method)

Level
(level)

(o]

Surname
(signatory_surname)

User manual

CLICK & S’iﬁ.w



What does the recipient receive
The recipient will receive a registered email at the address
provided during the set-up of the delivery.

The email will include a tab which the recipient must use to
access the document for signing.

!

REGISTERED EMAIL from com ilcert.llei... & inbox February 2022 at 11
Company Name agreement (REGISTERED EMAIL from sign_dev3@clickandsign.eu)
To:

Reply-To: test@company.com <sign,
Resent-From: test@con

kandsign.eu>,

clickandsign.eu>

ny.com <sign
View on browser
2
CLICK & S\'ﬁ,w

Hi John Doe,
test@company.com has sent you the following documents to sign:

demo contract.pdf

View documents

You can sign them until 27 March 2022 at 12:21:51 UTC+2.

Disclaimer / Data Protection ~ Lleida.net’

User manual @
CLICK & S’mﬁ,wp

After accessing the 'View Documents' tab, the recipient must follow the steps to
sign with the digital certificate, completing the signing process.

Sign with digital certificate

To digitally sign documents, you m ne of the following options:

sign on computer
Select this op

Select this option if the certificate has been issued by Indenova

sign on mobile

O Centralized cloud-based signature

Select this option on using certificates

issued by Ind

Back to the document

16



If you have incorrectly entered your recipient'’s
personal identification during the delivery set-up,
they will not be able to complete the process
correctly.

Signed! The process has been successfully
completed. You will soon receive documentary
evidence and the signed document in your email
and user area.

—

—

User manual

CLICK & S’ég,w

An error has occurred

The identification document associated with the certificate does not match the one
requested. Please try again with another certificate.

Refresh page

Signed!

p You can also use Click & Sign to get your documents signed
Visit our webpage for more information clickandsign.eu

CLICK & S‘f?u

2
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Sending documents

Via CSV Via CSV file { 2 HOWtOsetuptheCSV]

1. Template Selection

. Select template Select the template
Choose one of the available templates. If
you want to create a new template, refer to

the Templates section of this manual. Upload documents

2
. H : Biometric
The flelds.n.eeded'ln the CSV will depend on €SV file upload i Signature with Signature with SMS
your specific requirements, so be sure to 3 ) handwritten ; Digital Certificate i Code i
review the "CSV Guidelines" for detailed ‘ signature 9
instructions.
n Signatories’ list

Finish
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Sending documents

Via CSV

2. Upload the document to be signed

You can upload one or multiple documents.

,  Selecttemplate Upload documents
Upload the PDFs to be signed
Upload documents
Add here the documents to be signed
T T T T T T T T T T T T T T T T T TR R RS TSR EEEEEEEEEE R, 1
CSV file upload I 1
3 Upload the CSV file with the : Click or drag documents here :
rores 1 * Only PDF documents allowed 1
1 1
A Signatories’ list R i i et e i T R !
Add your list of signatories in CSV
You can also upload them directly from the cloud: ¢}, 33 @
Signature positioning and assignment
of editable fields
Finish
6 nis|
Review and send

¢ Previous



User manual

: CLICK & Sign A
Sending documents /e

Via CSV

3. Upload the CSV file

Via CSV file [ 2 How to set up the CSV J ;

Select template Add signatories from a CSV file

' ' Upload your list of signatories

Upload documents

a CSV file upload
Upload th th

Click or drag documents here
You can upload .CSV files or .ZIP files that contain the .CSV.

Signatories’ list

4
Add your list of signatories in CSV
Signature positioning and assignment Alternatively, upload directly from the cloud: L “3 [ o)
of editable fields
Finish
6

Review and send

¢ Previous

20
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CLICK & St
Sending documents /e

Via CSV

Via CSV file [ ? How to set up the CSV J

4. Signatories' list

Select the type of field for each

column in the CSV (such as name,

email, etc.).. Click on each column Select template Signatories’ list

and choose the appropriate field Add your list of signatories in CSV
from the drop down menu. ) '

Mandatory fields are marked with ~ Character field separator v Do not import the first row
an asterisk (*).
Keep in mind that the required CsV file upload A B c
fields will vary depending on your v )
Name X v Email * X v Select type v

needs. Refer to the "CSV
Guidelines" if you have any

questions. n Signatories’ list

Name email@email.com dentifiers

Name2 email2@email.com B afftirsentlig ©

Signatory's personal identification number *

Name3 email3@email.com
gna oning and assignment .
! . . . External Identifier
edita Name4 email4@email.com

Name5 email5@email.com Signatc data

Finish

eview and send

Displaying 5 rows of 7



Sending documents

Via CSV

5. Document Editing Documents

Manage the placement of signatures =| Invoice.pdf
and configure editable fields.

In this step, you can assign each form RIS

field to a specific signatory. You can also

decide whether the fields will be auto- < -
ignature Test Person/

filled with CSV data or manually

completed by the signatory.

Additionally, you can place each
signatory's signature in the document.

SERVICE CONTRACT

1. The Parties. This Service Contract (*Agreement’) made
is by and between:

senvice Provider 1 with a mailing address of

(“Service Provider’), and

Client: with a mailing address of
| (“Client).

Service Provider and Client are each referred to herein as a “Party” and, collectively, as
the "Parties.”

NOW, THEREFORE, FOR AND IN CONSIDERATION of the mutual promises and
agreements contained herein, the Client hires the Service Provider to work under the
terms and conditions hereby agreed upon by the Parties:

Il. Term. The term of this Agreement shall commence on 20,
and terminate: (check one)

_ - End Date. O

AWIll. Written notice of at least days’ notice.
n

ll. The Service. The Service Provider agrees to provide the following

Hereinafter known as the “Service

The Service Provider shall provide, while performing ne Service, that he/she/tney
shall comply with the policies, standards, and regulations of the Client, including
local, State, and Federal laws and to the best of their abilities

IV. Payment Amount_The Client agrees to pay the Service Provider the following
compensation for the Service performed under this Agreement: (check one)

=-s I Hour
—-8 1 per Job. A“Job” is
_ - Other.

Hereinafter known as the “Payment Amount”

<] Fape e

V. Payment Method. The Client shall pay the Payment Amount: (check one)

User manual
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Field properties
Assigned to

| TestPerson1
D Mandatory

o Field enabled

Assign value
From the CSV

Default value
Choose a column
Column A: ID
Column B: Column 2
Column C: Column 3

Column D: Column 4

Previous

Next step ->




Sending documents

Via CSV

5. Finish

Review and send

Via CSV file
Sel
L

Check details and send

1. Selected template : Signature with Digital Certificate

2. Upload documents

Documents to be signed

= Modelo_145_rellenable pdf

¥ 3.CSV file upload

€SV Document

5 3col copycsvads.

¥ 4.signatories’ list

emailemailcom
email2@emailcom
email@emailcom

email2@emsilcom
emal3@emailcom
emaild@emsilcom
emals@emailcom
emailb@emsilcom

email6@emailcom

¥ 5.Document editing

The document does not contain editable fields

¢ Previous

User manual
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Rows with errors : 0

¢ send
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Sent

Access and review the status and detailed
breakdown of all processed deliveries.

Search filters

+  Status: New / Signed / In progress / Maximum
attempts single-use code / Error / Cancelled /
Expired / Signed jointly / Declined

»  Type of signature: Options include Biometric,
Single-Use Code, Simple, Typed, or Digital
Certificate.

+ Date

Technical details of the sending

+ Status

+ IDsending

»  Signatories

+  Timeline

+  Day of sending

+  Expiry date

»  Type of signature

*  Documents: The original attached PDF
documents. Upon signing, documentary
evidence and the signed documents will be
added.

* Actions: Send reminders or cancel sending as
needed.

Delivery status

+ Signed/ In progress / Cancelled / Failed /
Expired / Single-use code attempts exceeded
/ Declined

Export
Export the sent list in CSV format

CLICK & Sigwﬂ Sent list
Send
STATUS DELIVERY ID
€ Dashboard 1645780768670
Sendings
®, Templates
Lleida.net

SIGNATORIES

DATE OF DELIVERY

25/02/2022

EXPIRY DATE

27/03/2022

User manual
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Credits74.4 &b

27Jan - 25 Feb

TYPE OF SIGNATURE

DOCUMENTS

emajor E

Export ¥,

ACTIONS



Sendings

Time line

Clicking on in the magnifying glass icon ,to explore
the time line of each delivery, which includes crucial
technical details for better oversight and

management.

Time line

CLICK & TL?AQ

See technical details

Begin the process

Signatory ID: 16790564900400000

Process ID: 16790564890400000

13:34:50 17-03-2023
Initial email
L4
13:34:50 17-03-2023

Sent
STATUS DELIVERY ID
Signed 1679056487900

[1 st visit to the signature page

13:35:32 17-03-2023

SIGNATORIES

DATE OF DELIVERY

17/03/2023

User manual

CLICK & S’ig,w

Credits 73.4

v v 28 Feb - 29 Mar
EXPIRY DATE TYPE OF SIGNATURE
16/04/2023 .

Digital certificate
" End of process
13:37:08 17-03-2023
50 o 0

DOCUMENTS

emajor E

Export ¥,

ACTIONS

@ Help



Sendings

Signatory 's details

Time line See technical details

Begin the process

Signatory ID: 16790564900400000
Process ID: 16790564890400000

[ 13:34:50 D 17-03-2023

Signatory s details

General
Level

Date created
(signature_start_date)

03/17/202313:34:50

list_signatory_deta
do_nu

ignatory_id_number

OTP attempts

o

list_signatory_details_signatory_name

Test%20Eva%20Test%20Major

&4 Initial email

9 Delivered

2 Unregistered SMS communication

evidence

Y

Ist visit the signature page

° 1679056532
[ 13:34:50 D 17-03-2023 Signatery 'D/
I Emails
40 50 °
Message 1

Itis a Registered message

N

Date of delivery
(sending_date

03/17/2023 13:34:50
BCC

Status
(status

delivered

+34

1P address
(ip

9517146132

Signature ID
(signature_id)
16790564890400000

Final redirection

list_signatory_details_signatory_surname

Status.

signed

Email

Last status change date

(signatory_status_date)

03/17/2023 13:37:08

Last status change date
fate)

03/17/202313:34:50

Type
(type)

start

40

User manual

.
CLICK & & (2 n
X
™ End of process
ned
[@13:37:08 () 17-03-2023
50 ° 10 2

26



Templates

Manage existing templates or create a
“New Template”

Template Directory

Search

ID

Name

Signature type

Options include Biometric, Single-Use Code,

Simple, Typed, or Digital Certificate.

Company:
Name of the sending company

Expiration time Duration available for the
recipient to sign the document

Language:Language of the template

Actions: View Details, Duplicate Template, New

Dispatch, Download Source Code, Deactivate

Activated Activated templates (can be
reactivated after deactivation by selecting
"Show Deactivated Templates")

CLICK & S?ug

Send

&, Sendings

Templates

Template list

NAME

ClickAndsign

ClickAndSign HW
oTP

ClickAndSign OTP

ClickAndSign HW
oTP

ClickAndsSign

ClickAndSign OTP

TYPE OF SIGNATURE

Sin,

On

One

gle

netric

e time p

assw

d (OTP)

(OTP)

Q

COMPANY
NAME

Test company

Test company

Test company

Test company

Test company

Test company

EXPIRATION
TIME

30 days

30 days

30 days

30 days

30 days

30 days

User manual

CLICK & S’ig,w

Credits74.4 &b

LANGUAGE

Englis

Englis

Englis

Englis

ACTIONS

emajor E
4+ New template

ACTIVATED

O



Templates

4+ New template

1. Basic Data and Branding

Template name

Company Data:
Name of the company or contact
Company tax ID
Language
Languages for communications sent out
Senders:
Name or mobile of the SMS sender
Email sender
Expiration remaining time
Days / Hours / Minutes

Branding:

- Company Logo: drag and drop or upload it
Text colour.

Background colour

"Sign" button text colour

Background colour of the button

Preview email
Preview signature page

New template

- Information and brand image

Contact the signatories

sig

Reminders ©

Notifications ©

Signature status

Credits1aa  @n emajor  E

Basic data of the new template

Brand image

. Lleida.net Cloud

Toxt colour Background colour By

Button background

O o7 @O
o oo o oo e oo .
° .

v Preview email

@ Lleida.net Cloud

Preview signature page

User manual
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. Contact the signatories

:

Signature status

Templates

Sending an SMS
4+ New template e

Signatories' documentation
4 S Sendar

2. Contacting Signatories 3 =*
Via email or SMS P

How would you like to notify the signatories that they need to sign?
Sending anamai

By Registered Email

Via SMS: Add the sender's number and craft the message using available
tags.

Via Email: Add the sender's email and compose the message using available
tags.

Both methods can be registered.

Note If you wish to direct the signatory to your website, do not select any
notification method. When you call the API, you will receive the URL to which
you need to direct the signatory.

| want o add email stachments ot requiring signsture

Preview




Templates

4+ New template

3. Signature Settings

Choose one or several types of signatures:

Single signature
Biometric signature: Handwritten signature.
Typed signature: Signature typed using the keyboard.

OTP Signature: Set the number of characters for the code, the
number of attempts, and the method of OTP delivery (SMS or

email). Write your text message with the provided tags.

Signature with digital certificate: When selecting this type of
signature, the signatory's identification number must be entered at

the time of sending the email or SMS.
Note:

To utilize this option, the signatory must possess a digital certificate

issued by Lleida.net.PKlI Indenova)

Biometric signature, typed signature, and one-time code can be

combined within the same signature process.

Activation of the Signature Button

+  Always

*  Active when all documents have been opened.

«  Active when all documents have been fully read.

Options to Decline Signing
. o
*  Yes, without requiring a reason for rejection.

*  Yes, making the provision of a reason optional.
*  Yes, mandatorily requiring a reason for rejection.

Templates

New template

Ueldanet

Credits 74 @n

Signature status

Single signature

Signature status

Signatories’ documentation

Typed signature

Reminders ©@

Notifications @

Sign with OTP

Number of characters n the OTP.

Advanced settings

Maximum attempts allowed?

Finish 6 3
Wil OT b src?
O Whensscosing o sgnaur e
Whanthe signtur busontsclked
Wy o snd s by Registred 7

Would you ke to send it by Registered Email?

When is the signature button activated?

O s

When all documents are opened

When allthe documents have been read up to the and

Display a button to decline signing the documents

o~
Yes, not requiring any reason to decline

Yes, with a mandatory request for the reason for refusal

User manual
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Templates

4+ New template

4. Documentation of
Signatories

Request documents such as payslips,
receipts, etc.

You may ask the signatory to upload
documentation before signing. This step is
optional

Simply click "Add Document."
It is possible to request up to 5 documents,

whether mandatory or optional, and all can be
registered

@ Dashboard

& Sendings

Templates

New template

Signatories' documentation

Reminders @

Notifications @

Advanced settings

Finish

User manual

CLICK & S’ig,w

Credits 74.4

Signatories' documentation

+ Add document

»

emajor

Previous

E



Templates

4+ New template

5. Reminders Remind
signatories via SMS or email
that they have documents to
sign

Choose when you want to send the reminder.
Review before saving.

Click "Save."

CLICK & Sign 4 New template

Send

Templates

Reminders @

Notifications @

6

,  Advanced settings
Finish

8

My reminders

7 days

Send reminder after

7

days

How to send the reminder

Email

O s

By Registered SMS

Sender

Message text

Credits 74.4

hours

emajor

minutes

Dear #name#, we kindly remind you that your document #contract_id# signature is still pending.
Please visit this URL #url# to sign it. Thank you.

#contract id#  #ur

SMS preview

Previous

"

#name#t

W Save

E

User manual
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Templates

4+ New template

6. Notifications
Automatically send SMS or
emails to notify about the
status changes of a
signature process.

Notify the signatory or signatories by SMS or
email with the following updates (you can add
as many types of notifications as you want):

*  When a user has signed.

*  When a signature has been cancelled.

*  When a signature has expired

*  When a signature has generated an error

*  When the maximum allowed OTP
attempts have been reached

*  When a signing order has been completed
successfully

*  When the signature process has
concluded successfully

*  When the signature process has NOT
concluded successfully

Review before saving.

Click "Save."

CLICK & Sign 4

Templates

New template Credits14.4  @» emajor

Management of notifications

When a user has signed

I want to send a notification...

v When a user has signed
() How do you want to send it?
v
Email
O svs
Notifications @

&

,  Advanced settings . def.

Finish

Message text

SMS preview

{ W Save

Previous Next step ->

E

User manual
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Templates

4+ New template

7. Advanced settings
URLs for Advanced Users

Choose to display signatories on the signature
page and/or select a URL to redirect
signatories after the signing process is
completed.

Add URLs for event noti
process:

cation in the

»  Status changes of each signatories

»  Status changes of the signature process

+  SMS status changes

»  Status changes of the emails

»  Status changes performed on the
signature page

CLICK & Y&Lp‘,

@ Dashboard
& Sent

Templates

New template Credits 123.2 @b

Advanced settings

Show the signatories on the signature page

To redirect the user to the following URL at the end of the signature:

Event notification

User manual

CLICK & S’ig,w

amajor G

@ Help

Status changes of each signatories Status changes of the signature process
v
SMS status changes Status changes of the emails.
v
Status changes performed on the signature
page
a Advanced settings
Finish
9
Previous Next step ->
S -



Templates

4+ New template

8. Finish
Review and save your
changes.

Check and modify as necessary

* Information and branding
+ Contacting signatories

* Signature settings

+ Documentation requested to the
signatories

* Reminders
«  NOTIFICATIONS

+ Advanced settings

User manual

CLICK & S’ig,w
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What does the signatory receive?

1. Email notification % REGISTERED EMAIL from test@company.com <444493@mailcert.llei... & I
Company Name agreement (REGISTERED EMAIL from sign_dev3@clickandsign.eu)
To:

The signatory receives a Registered email Reply-To: te

Clicks on the "View Documents" button, Resent-From:
which directs them to a web page where

they can review and sign the documents.
View on browser

Both the email and the signature web page
are customised with the logo and colours

®
chosen by the company using the Click & CLICK & SE p

Sign platform.

How the recipient signs depends on the Hi John Doe
choices made in the template set-up (Point e
3. Signature Settings). test@company.com has sent you the following documents to sign:

demo contract.pdf

View documents

You can sign them until 27 March 2022 at 12:21:51 UTC+2.

Disclaimer / Data Protection % Lleida net.

User manual

CLICK & S’ég,w
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What does the signatory receive?

2. Signature web page

If an access code was added in Step 4 of Signatory
Data, the first screen the signatory sees after

clicking "View Documents" is the access code
screen.

If document upload was requested before signing
in Step 3 of Signatory Documentation, the
signatory will now be asked for these documents,
which may be mandatory or optional depending
on the settings specified at that step.

Once all documents are uploaded, the signature

process continues There are 5 types of signatures:

A. Simple signature

B. With OTP

C. With handwritten signature and OTP
D. Typed signature

E. Digital Certificate Signature

Access code

To view the documents, please enter your access code.

View documents

Document uploading

You must upload the following documentation:

ID card * .
Click or drop a file here to upload it 4

Driving license * .
Click or drop a file here to upload it 4

Latest payslip .
Click or drop a file here to upload it N

(#) Compulsory documents
(+*) Images files are compressed to optimize the signature process

Back

User manual

CLICK & S’Lg,w

Access code

To view the documents, please enter your access code.

View documents

Document uploading

You must upload the following documentation:

ID card * © b card.png
Driving license * : Driving license.png

Latest payslip
Click or drop a file here to upload it

(*) Compulsory documents
(**) Images files are compressed to optimize the signature process

Back

37
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. . CLICK & St
What does the signatory receive? e

— + Automatic Zoom *

2. Signature web page cuicka s 2

a) Simple signature

Documents
From the signature web page customised General conditions of the contract
with the logo of the company the document @ demo contract.pdf )
is displ d 1. Previous clauses
is displayed.
1. The present conditions regulate the agreement between LLEIDANETWORKS SERVEIS TELEMATICS S.A.,
A QR code appears in all cases, facilitatin henceforward known as Lleida.net, and the users of the services, henceforth known as The client,
. . PP . e 9 cancelling any other previous agreement.
viewing and signing on mobile. 2. Access for the first time to the said services presupposes express acceptance of all these conditions.
After reviewing the document, 1. Clauses applying to the client

the signatory clicks on Sign.

1. Forthe purposes of the present contract, client is that physical or juridical subject, whe, disposing of
an appropriate IT basis, stipulates a contract with Lleida.net for the use of its message sefvices.

The message “Signed" is displayed 2. The status of subscriber is personal and non-transferable, and may not be extgfided to thirdiparties
without the previous express consent of Lleida.net

3. In the event of service use by third parties authorized expressly by Lleida.net, theiglient shall instruct
them accordingly over its use. Likewise, the client shall be responsible forthe utilization cast, and be
answerable directly to Lleida.net for any inappropriate use of the services

11l Rights and obligations of the client

The client will enjoy the right to the use of the serviceSspecifically contracted for with Lleida.net.
The client is obliged to make the payments agreed, aceording t@icurrentfates, together with the
corresponding VAT and on the dates stipulatedg

The client agrees to maintain the IT support essential for,access to the services.

(%) View

Signed!

You can also use Click & Sign to get your documents signed
Visit our webpage for more information clickandsign.eu

CLICK & S‘x?u
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. . CLICK & St
What does the signatory receive? e

— + Automatic Zoom *

2. Signature web page o cucka s 2

b) USing an OTP Documents

General conditions of the contract
The signing platform displays the document, @ demo contract.pdf

with the company's logo. 1. Previous clauses

. . . 1. The present conditions regulate the agreement between LLEIDANETWORKS SERVEIS TELEMATICS S.A.,
After reviewing the document, the signatory henceforward known as Lleida.net, and the users of the services, henceforth known as The client,
clicks 'Sign'A cancelling any other previous agreement.
2. Access for the first time to the said services presupposes express acceptance of all these conditions.

They receive a OTP via SMS or email, 1. Clauses applying to the client

enter it into the designated field on the 1. For the purposes of the present contract, client is that physical or juridical subject, whe, disposing of
an appropriate IT basis, stipulates a contract with Lleida.net for the use of its message sefvices.

platff)rm, f‘lnd upon correct entry a 2. The status of subscriber is personal and non-transferable, and may not be extehded to thirdjparties

confirmation message without the previous express consent of Lleida.net

"Signature Comp|eted" is disp|ayed_ 3. In the event of service use by third parties authorized expressly by Lleida.net, theglient shall instruct

them accordingly over its use. Likewise, the client shall be responsible forthe utilization cast, and be
answerable directly to Lleida.net for any inappropriate use of the services

11l Rights and obligations of the client

The client will enjoy the right to the use of the serviceSspecifically contracted for with Lleida.net.
The client is obliged to make the payments agreed, aceording t@icurrentfates, together with the
corresponding VAT and on the dates stipulatedg

The client agrees to maintain the IT support essential for,access to the services.

(%) View disclaimer

Code signature Code signature
To sgn enter the code you have received. To sign enter the code you have received.
255 4| Signed!
" You can o use Cick ign o getyour documents signed
S0 I 4

cuck s sge
Back Back ¥
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. . CLICK & St
What does the signatory receive? e

— + Automatic Zoom *

2. Signature web page o cucka s 2

c) Using Handwritten Documents
Signature and OTP General conditons ofthe contract

@ demo contract.pdf
The signing platform displays the document,
with the company's logo. 1. The present conditions regulate the agreement between LLEIDANETWORKS SERVEIS TELEMATICS S.A.,
henceforward known as Lleida.net, and the users of the services, henceforth known as The client,
f . . . cancelling any other previous agreement.
After reviewing the documentr the SlgnatO"Y 2. Access for the first time to the said services presupposes express acceptance of all these conditions.
clicks 'Sign'.

1. Previous clauses

Il Clauses applying to the client

The signatory signs in the designated area
9 Yy sig 9 1. Forthe purposes of the present contract, client is that physical or juridical subject, whe, disposing of

an appropriate IT basis, stipulates a contract with Lleida.net for the use of its message sefvices.
and receives the OTP via SMS or email. 2. The status of subscriber is personal and non-transferable, and may not be extehded to thirdjparties
without the previous express consent of Lleida.net
. . 3. In the event of service use by third parties authorized expressly by Lleida.net, theiglient shall instruct
Enter the OTP in the Space prowded them accordingly over its use. Likewise, the client shall be responsible forthe utilization cast, and be

answerable directly to Lleida.net for any inappropriate use of the services

If correctly entered, i iives andi ciieations & he cilant
. P . Rights and obligations of the clien
"Signature Completed" is displayed. ¢ =

The client will enjoy the right to the use of the serviceSspecifically contracted for with Lleida.net.
The client is obliged to make the payments agreed, aceording t@icurrentfates, together with the
corresponding VAT and on the dates stipulatedg

The client agrees to maintain the IT support essential for,access to the services.

(%) View disclaimer

Handwritten signature. Handwritten signature

Code signature Code signature
To sign enter the code you have received. To sign enter the code you have received.

2554 Signeat

Back

12/

o getyour documents sgned

formaton cickandigneu
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What does the signatory receive?

2. Signature web page
Typed signature

Enter your name to sign the document.

d) Using Typed Signature

From the signature web page customised
with the logo of the company the document

is displayed. /{M& Dee

After document review, the signatory types
their signature

Jane Doe

into the enabled field.

Biometric or typed signature

Select whether you want to draw your (biometric) signature or type your name.

Draw Type

If both handwritten and typed options were
provided, the signatory can choose either
method.

Eb

Back

41
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What does the signatory receive?

2. Signature web page Sign with digital certificate

To digitally sign documents, you must select one of the following options:
e) Signature with digital
certificate

Sign on computer
Select this o e r connected to your

n, and will be downloaded for

you autol

Centralized cloud-based signature
Select this option if the certificate has bee

From the signature web page customised
with the logo of the company the document
is displayed.

The Signatory after reviewing the document

. . Sign on mobil;
clicks on Sign

Select this o 0 n with th Nallet application using certificates
issued by Indenova to be used

The signatory chooses whether to sign

Back to the document
1) Onacomputer

(Windows only)

2) ViaCloud-Based Centralised
Signature:

3) Onmobile




User manual @
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What does the signatory receive?

2. Signature web page
0 eSignaDesktop®

e) Slgnature WIth dlgltal In order to sign, you need to have the eSignaDesktop programme installed on your
certificate computer.

Click on the button below to download the programme, and run the file to install it
1) Ona computer through a guided process.

(Windows only)

The signatory can sign using a digital
certificate installed or connected to their
computer.

You need the eSignaDesktop program
(JavaScript), which will be downloaded If you already have it downloaded but still see this screen, or have problems during

automatically if you don't have it installed. installation, please visit our help page.

The download may take 5-10 minutes, depending on your connection speed.

Open eSignaDesktop.exe?

e https://www.esignabox.com wants to open this aplication.

[J  Always allow www.esignabox.com to open these types of links in the associated application

Open eSignaDesktop.exe



What does the signatory receive?

2. Signature web page

©

e) Signature with digital
certificate

1) Onacomputer
(Windows only)

Select the certificate to sign

Sign with eSignaDesktop

Follow the steps indicated by the application to complete the signature.

Select the certificate

(208176¢1-8930-4f4p-3eec-c48dd3c48032)
Certificado emytido por :MS-Organization-Access +
IOU=82dbaca4-3e81-46ca-9c73-0950c leacad7

Valgo desde :04/05/2022 15:17:33

Certificade emitide por :inDenova SUB CA 003
Valido desde :06/10/2022 9:22:38
Valido hasts :06/10/2023 9:32:33

‘Adobe Intermediate CA 10-3
(Adobe Intermediate CA 10-3)

Certificado emitido por :Adobe Root CA 10-3
Organizacion: Adobe Systems

Valdo desde :17/08/2018 19:37:58

Vilido hasta :04/08/2068 19:37:58

Adnhe Int diate CA 10-4

208176c1-8930-4f4b-aeec-c48dd3c48da2 )

e N R

To select a certificate that is not in the list (p12/pfx), click here

User manual

CLICK & Sign :



What does the signatory receive?

2. Signature web page o
e) Signature with digital
certificate

2) ViaCloud-Based Centralised
Signature:

Signing is possible if the signatory has a
digital certificate issued by Lleida.net PKI
(formerly Indenova)

Connecting to the signature service
Wait a few seconds while we access the signature service of Lleida.net.

DIGITAL SIGNATURE

User

Enter your certificate password A4

Sign

Cancel

User manual

CLICK & S’ég,w
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What does the signatory receive?

2. Signature web page
Your Lleida.net Wallet account

Enter the email address linked to your Lleida.net Wallet account

Signature with digital

certificate
) Signwith mobile phone
Signing can be executed using the Lleida.net Back

Wallet app with certificates issued by
Lleida.net PKI ( formerly Indenova) to be
used on this app.

]

Sign with Lleida.net Wallet

Access Lleida.net Wallet on your device to complete the signature.



User manual ®
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What does the signatory receive?

2. Signature web page 1 73940 7405
< Details

Slg:':’turte with digital T s SignatureProcessApi

certiricate

Valid until 07:44:12

Click & Sign 16801540810400000
44399502.pdf

3) Sign with mobile phone

Follow the app's instructions and select the
certificate for signing.
Select the certificate to sign.

|L=9,| Certificates

The selected certificate is:

©

You have received a new signature

request. You can access it from your inb...

Do you want to sign using the selected
certificate?

LOG OUT SIGN

CANCEL

SIGN




What does the signatory receive?

7:40 2 ©

2. Signature web page 6
Signature with digital
certificate

3) Sign with mobile phone

After selecting the certificate, the signatory
will receive an SMS and an email with a one-
time password (OTP) to verify the signing
process.

To continue, the signatory signs with their
fingerprint or PIN.

[ ’ Loading, please wait

oo

We have sent a one-time
password to +34

If the OTP is not received in a few minutes,
request a new OTP

User manual

CLICK & S’ég.w
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8

Use fingerprint

Confirm fingerprint to continue

o

CANCEL  USEPIN

®
p



What does the signatory receive?

THBLO®

2. Signature web page 9

Signature with digital
certificate

3) Sign with mobile phone

The signature process has started
successfully. Track the status of the process
from the browser.

The browser displays the message Signed!
@ Great!

The signature process has started
successfully Track the status of the
process from your app.

ACCEPT

2

CLICK & ?'((;u

Signed!

You can also use Click & Sign to get your documents signed

Visit our webpage for more information clickandsign.eu

User manual
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What does the signatory receive?

3. Declining to sign cucks s
If enabled, signatories have the option to

decline to sign, with an option to state a
reason for the refusal,

Documents

@ demo contract.pdf

which is either optional or mandatory based
on prior settings.

(*) View discl If you click on Continue you won't be able to sign these documents.

[rrST———

User manual

CLICK & S’ig,w

4+ Automatic Zoom v L= ]

cas
htps:/fwww.clickandsign.eu/en

General conditions of the contract

I. Previous clauses

1

The present conditions regulate the agreement between LLEIDANETWORKS SERVEIS TELEMATICS S.A.,
henceforward known as Lleida.net, and the users of the services, henceforth known as The client,
cancelling any other previous agreement.

2. Access for the first time to the said services presupposes express acceptance of all these conditions.

1I. Clauses applying to the client

1. For the purposes of the present contract, client is that physical or juridical subject, who, disposing of
an appropriate IT basis, stipulates a contract with Lleida.net for the use of its message services.

2. The status of subscriber is personal and non-transferable, and may not be extended to thirdparties
without the previous express consent of Lleida.net

3. In the event of service use by third parties authorized expressly by Lleida.net, the'client shall instruct

them accordingly over its use. Likewise, the client shall be responsible forthe utilization cast, and be

answerable directly to Lleida.net for any inappropriate use of the services)

|ations of the client

will enjoy the right to the use of the service$specifically contracted for with Lleida.net.
's obliged to make the payments agreed, aceording t@icurrent fates, together with the
4ing VAT and on the dates stipulateds

agrees to maintain the IT support essential for.aceess to the services.
Notice
Refuse

If you want to sign them later, click Cancel and exit your browser window.
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What does the signatory receive?

3. Declining to sign

Refuse to sign
If enabled, signatories have the option to
decline to sign, with an option to state a
reason for the refusal, which is either
optional or mandatory based on prior
settings.

Kindly provide details of your refusal to sign the documents:

4
0/512

The signatory clicks on 'Decline to Sign'

A message 'Signature Declined' is then

You have refused to sign these documents

p You can also use Click & Sign to get your documents signed.
Visit our webpage for more information clickandsign.eu

CLICK & S‘-?»



What does the signatory receive?

3. Email confirmation of
signature

Signatories receive a follow-up email
confirming the signature,

which includes documentary evidence and the
signed document(s).

test@company.com <sign_dev3@clickandsign.eu> B
Congrats! Your contract has been signed
To:

View on browser

®
CLICK & S’«g.wp

Congrats!
The following documents have been signed:

demo contract.pdf
Sender: test@company.com
Recipient:

Disclaimer / Data Protection ﬁ Llelda net'

PDF

MS1645784511
97000...00.pdf

User manual
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What does the company receive?

Sent list

The status and details of the deliveries change
once the recipient signs the document.

Delivery status

+ Signed

¢ Inprocess

+ Cancelled

* Incorrect

*  Expired

* Exceeded OTP attempts

[

Documents

Download the documentary evidence
or click the 'view' icon to access the 'All
Documents' window, where you can
download the original documents.

+  Original documentation

* Signed documentation

+ Attached documentation
+ Documentary evidence

+ Biometric documentation

board

Sendings

Templates

Sent list

STATUS

Signed

Lleida.net

DELIVERY ID

1646038153822

SIGNATORIES

o

Q

DATE OF DELIVERY

28/02/2022

User manual

CLICK & S’ig,w

Credits 67.4 @b

30 Jan - 28 Feb

EXPIRY DATE TYPE OF SIGNATURE DOCUMENTS

30/03/2022

Biometric  One time password (OTP)

All the documents X

Original documentation

I demo contract.pdf

Signed documentation

‘ ¥, Global signed documentation

Attached documentation

1 1D card.png

I Driving license.png

Documentary evidence

¥, Global documentary evidence

Biometric documentation

I demo contract_biometric.pdf

emajor  E

Export &

ACTIONS

@ Help



Documents

Sample documents

»  Documentary evidence
+  Signed documents

Lleida.net securely stores documents for five years.

Usdanet Pax Gentfic! Tecnobgic Agroalmentari de Lisda POTAL) Edici HI 2aplan 25003Uada Span

Documentary evidence

Registered communication certificate

Click&Sign CLICK & S(ﬁwp
- e‘\Lle a.net

Emirates Post certifies that the data contained herein are those its ord:

2022-02-28 09:49:19 UTC+1: You have sent an EMAIL of type process start certificate to the emall address
R _start_463316.pdf

41 sms
X _start_428896.pdf

On the web address

- demo contract pdf

UTC+1: The web

2022-02-28 09:50:41 UTC+1: You have sent an EMAIL of type OTP notification certificate to the email address
R )_otp_479967.pdf

2022-02-28 09:50:41 UTC+1: You have sent an SMS of type OTP notification certificate to the phone number
. ) otp_74

41 HTTPS 10.400.

event. attached

2022-02-28 09:54:38 UTC+1: You have received an HTTPS request from the IP 10.40.0.30 corresponding to the signing
event. HTTP_LOG

- Blometric signature
2554)
~Clicking the signature button
February 28,2022
Attachments:

File File name

User manual
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Signed documents

‘General conditions of the contract
1. Previous clauses

1

and the users of the The dlient,
cancelling any other previous agreement.

. Clauses applying to the client

1 Forthe purposes. isposing of
T basis, net for the use of s

‘without the previous express consent of Lisida.net
Y

 Leida net, thelglient
he Likewise, wti
v the servi
1. Rights and obligations of the client
iy
rrer 2

‘The client wil enjoy the right to the use of the or with Ueida net.
The cent s obliged to make the payments agreed, together with the
corresponding VAT and on the dates stipulats
‘The client agrees to maintain the IT support
The Client is responsible for the correct
action which could damage systems, ec

to the services.
ing specifically to avoid any kind of

% accessed diectly o indirecty via

‘Contracting the services of web page i €
the following steps:

o

contained in the present generai

V. Contracting of services

ils of the Ciient.

mer Service on +34 973 300, or by email clentes@lleida.net, to correct

of
Iapse of 24 hours,
V.Term
1 i th 1t will
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