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Access Login to Click & Sign back office using your 
user name and password.
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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
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Dashboard

Side menu:

Sending 
documents

• Dashboard
• Sendings
• Templates

Delivery Status:

• Signed
• In process
• Cancelled
• Wrong
• Expired
• Exceeded OTP 

attempts
• Declined
• Exceeded 

signing page 
attempts

Top menu

Available credits

Lleida.net Cloud

Short cuts

• Send
• New template
• Manual
• Get it now

NOTIFICATIONS

User:

• Technical 
support

• Purchase 
credits

• Language
• Log out

Access to technical 
support

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

Select a template from the predefined options that best meets your needs.

Signed by:  EVA
Date: 06/06/2024 14:22:11
CEST Hello, to sign the documents, 

please type the following code 
on the signature page: 8702 
(REGISTERED SMS)

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

Step 1 Select the 
template.

For this example, we'll use a 
“Digital Certificate 
Signature.”
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How to send Manually with a Digital Certificate

Step 2 Add the document that your recipient needs to 
sign. Once uploaded, it will appear at the bottom.

Step 3 Documentation from the signatories 
(optional) Request your signatory to upload 
documents such as pay slips, receipts, or any 
necessary documents. 

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.
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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.

Add a new signing level for 
Hierarchical signing or add a new signatory for 

Parallel signing.

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

Available only for 
custom templates.

Optional for additional signatories:

How to send Manually with a Digital Certificate



User manual

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.

If you added more than one signatory in the 
previous step, you would now need to 
position them on the document. 

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

How to send: Manually with a Digital Certificate

You can use 
the following 
configuration 
options.
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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 

side for easy access.
- Designate which fields the recipient can edit, ensuring controlled flexibility. 
- Editable fields are restricted to completion by the assigned signatory only.

Field selected and editable by the recipient 

Toggle the 
editability of the 
fields to suit your 
document’s 
requirements. 

Specify the 
editor for 
each field 
to 
streamline 
the signing 
process.

How to send Manually with a Digital Certificate
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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

How to send Manually with a Digital Certificate
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Sent

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

• 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. 

View the signed 
document

Send 
reminder

Cancel 
sending

Information about the 
current status of the delivery

Timeline and 
technical details
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Timeline

Signatory`s details

Sendings
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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.

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

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. 

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
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Via CSV

1. Template Selection

Choose one of the available templates. If 
you want to create a new template, refer to 
the Templates section of this manual.

The fields needed in the CSV will depend on 
your specific requirements, so be sure to 
review the "CSV Guidelines"   for detailed 
instructions.

Sending documents
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Via CSV

2. Upload the document to be signed

You can upload one or multiple documents.

Sending documents
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Via CSV

3. Upload the CSV file

Sending documents
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Via CSV

4. Signatories’ list

Select the type of field for each 
column in the CSV (such as name, 
email, etc.).. Click on each column 
and choose the appropriate field 
from the drop down menu.

Mandatory fields are marked with 
an asterisk (*).

Keep in mind that the required 
fields will vary depending on your 
needs.  Refer to the "CSV 
Guidelines" if you have any 
questions.

Sending documents
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Via CSV

5. Document Editing

Manage the placement of signatures 
and configure editable fields.

In this step, you can assign each form 
field to a specific signatory. You can also 
decide whether the fields will be auto-
filled with CSV data or manually 
completed by the signatory. 

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

Sending documents

Default value

Choose a column

Assign value

From the CSV

Column A: ID

Column B: Column 2 

Column C: Column 3 

Column D: Column 4
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Via CSV

5. Finish
Review and send

Sending documents
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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
• ID sending
• Signatories
• Time line
• 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
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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.
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Sendings

Time line

Signatory`s details
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Templates

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")

Manage existing templates or create a 
“New Template”
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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

Templates

emails
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2. Contacting Signatories

Via email or SMS

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

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.

Templates



User manual

30

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.PKI 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
• No 
• Yes, without requiring a reason for rejection. 
• Yes, making the provision of a reason optional. 
• Yes, mandatorily requiring a reason for rejection. 

Templates
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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

Templates
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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."

Templates
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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."

Templates
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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 notification in the 
process:

• 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

Templates
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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

Templates
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1. Email notification

The signatory receives a Registered email 
Clicks on the "View Documents" button, 
which directs them to a web page where 
they can review and sign the documents. 

Both the email and the signature web page 
are customised with the logo and colours 
chosen by the company using the Click & 
Sign platform.

How the recipient signs depends on the 
choices made in the template set-up (Point 
3.  Signature Settings). 

What does the signatory receive?
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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

What does the signatory receive?
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2. Signature web page

a) Simple signature

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

A QR code appears in all cases, facilitating 
viewing and signing on mobile.

After reviewing the document, 
the signatory clicks on Sign.

The message “Signed” is displayed

What does the signatory receive?
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2. Signature web page

b) Using an OTP

The signing platform displays the document, 
with the company's logo.

After reviewing the document, the signatory 
clicks 'Sign'.

They receive a OTP via SMS or email,

enter it into the designated field on the 
platform, and upon correct entry a 
confirmation message 
"Signature Completed" is displayed.

What does the signatory receive?

1

2
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2. Signature web page

c) Using Handwritten 
Signature and OTP

The signing platform displays the document, 
with the company's logo.

After reviewing the document, the signatory 
clicks 'Sign'.

The signatory signs in the designated area

and receives the OTP via SMS or email.

Enter the OTP in the space provided

If correctly entered,
"Signature Completed" is displayed.

What does the signatory receive?

1

32
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2. Signature web page

d)  Using Typed Signature

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

After document review, the signatory types 
their signature 

into the enabled field.

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

What does the signatory receive?
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2. Signature web page

e) Signature with digital 
certificate

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

The Signatory after reviewing the document 
clicks on Sign

The signatory chooses whether to sign 

1) On a computer 
(Windows only)

2) Via Cloud-Based Centralised 
Signature:

3) On mobile 

What does the signatory receive?
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2. Signature web page

e) Signature with digital 
certificate

1) On a computer 
(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 
automatically if you don't have it installed.

What does the signatory receive?

1

2
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2. Signature web page

e) Signature with digital 
certificate

1) On a computer 
(Windows only)

Select the certificate to sign

What does the signatory receive?

3
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2. Signature web page

e) Signature with digital 
certificate

2) Via Cloud-Based Centralised 
Signature:

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

What does the signatory receive?

1

2
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2. Signature web page

Signature with digital 
certificate

3) Sign with mobile phone

Signing can be executed using the Lleida.net 
Wallet app with certificates issued by 
Lleida.net PKI ( formerly Indenova) to be 
used on this app.

What does the signatory receive?

1

2
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2. Signature web page

Signature with digital 
certificate

3) Sign with mobile phone

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

What does the signatory receive?

3 4 5
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2. Signature web page

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.

What does the signatory receive?

6 7 8
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2. Signature web page

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!

What does the signatory receive?

9
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3. Declining 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.

What does the signatory receive?
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3. Declining 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.

The signatory clicks on 'Decline to Sign'

A message 'Signature Declined' is then 
displayed.

What does the signatory receive?
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3. Email confirmation of 
signature

Signatories receive a follow-up email 
confirming the signature,

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

What does the signatory receive?
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Sent list

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

Delivery status

• Signed
• In process
• 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

What does the company receive?
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Sample documents

• Documentary evidence
• Signed documents

Lleida.net securely stores documents for five years.

Documents

Documentary evidence 

    

Signed documents
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