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Step: 01

Welcome

In this guide, we will learn to create a new template in DocuSign

Action Required Waiting for Others Expiring Soon

1 ‘0 ‘o

Drop documents here for signature
Welcome

In this guide, we will learn to create a
new template in DocuSign

@
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ﬁ Ly 1 Week Only! Buy now and Save 20% Offer expires: 2/14/20 | Promo Gode: PAPERLESS UPGRADE
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Step: 02

Click on "Templates"

DocuSign eSignature Home Manage Templates Clickion:"Templates* 29 Days Left ‘ Buy Now ‘ ®

@

Get Started with DocuSign 2/6 Completed

‘ SHOW ME ‘
- -] e — |

1 ‘0 ‘o

Waiting for Others Expiring Soon

Action Required

Drop documents here for signature

START NOW

4

" 1 Week Only! Buy now and Save 20% Offer expires: 2/14/20 | Promo Gode: PAPERLESS UPGRADE
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Step: 03

Click on "Create a Template"

Home Manage Templates Reports Admin 29 DaysLeft (_ BuyNow ) ®

DocuSign eSignature

Get Started with DocuSign 2/6 Completed ‘7‘
SHOW ME

Resending the Same Envelopes?

Try templates. Save time by saving and reusing documents, placeholder recipients, and fields.

Click on "Create a Template™

CREATE A TEMPLATE e

Save a recent envelope as a template

Please DocuSign: 16-08-2019-5d5...
To: Aishwarya Karanjkar S

[Untitled]
e SAVE AS TEMPLATE

@ English (US) ¥ | Powered by DocuSign | ContactUs | Tems of Use | Privacy | Intellectual Property | xDTM Compliant | Copyright @ 2020 DocuSign, Inc. All rights reserved.
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Step: 04

Add Documents to your Template by uploading from local system
or cloud

o o @

Add Documents To Your Template

Add Documents to your Template by
uploading from local system or

cloud

Drop your files here or

NEXT
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Step: 05

Click on "Next"

Add Documents To Your Template
B 224x86.png
1 page
Drop your files here or ~ UPLOAD O

Click on "Next"
.

@ English (US) ¥ | Powered by DocuSign | ContactUs | Temms of Use | Privacy | Intellectual Property | xDTM Compliant | Copyright © 2020 DocuSign, Inc. All rights reserved.
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Step: 06

For Placeholders, add recipients to represent each role or person
who will sign your documents

X 224x86 & Documents — (@ Placeholders ® .

Create Placeholder Recipients

For Placeholders, add recipients to
represent each role or person who will sign
your documents Set signing order | View

Generally, these will be just roles like "Tenant",
"Buyer", or "Client".

But if you have a specific individual who will
sign or receive a copy of every envelope sent
from this template, you can add their name

@

P 1 (e.g. Client, Buyer, HR) L NEEDS TO SIGN ¥ MORE ¥

*Z ADD PLACEHOLDER

BACK NEXT

@ English (US) ¥ | Powered by DocuSign | ContactUs | Temms of Use | Privacy | Intellectual Property | xDTM Compliant | Copyright © 2020 DocuSign, Inc. Al rights reserved
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Step: 07

Click on "More"

X 224x86 & Documents — (@ Placeholders [©] .

Create Placeholder Recipients

Set signing order | View

Click on "More™
P 1 (e.g. Client, Buyer, HR) # NEEDS TO SIGN ¥ e

Glient Name

*Z ADD PLACEHOLDER

BACK NEXT

@ English (US) ¥ | Powered by DocuSign | ContactUs | Tems of Use | Privacy | Intellectual Property | xDTM Compliant | Copyright @ 2020 DocuSign, Inc. All rights reserved.
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Step: 08

Click on "Add name and email"

(& Documents @® Placeholders

Create Placeholder Recipients

Set signing order | View

P 1 (e.g. Client, Buyer, HR) L NEEDS TO SIGN ¥ MORE ¥ ‘
Glient Name Click on "Add name and email"”

= 9

| 2 Add name and email |

’ Add access authentication

*Z ADD PLACEHOLDER = .
B Delete Recipient

u Advanced settings NEXT

@ English (US) ¥ | Powered by DocuSign | ContactUs | Tems of Use | Privacy | Intellectual Property | xDTM Compliant | Copyright @ 2020 DocuSign, Inc. All rights reserved.

my@uide

Page 09




Step: 09

Enter Recipient Name

X 224x86 & Documents — (@ Placeholders (O] .

Create Placeholder Recipients

Set signing order View

P 1 (e.g. Client, Buyer, HR) L NEEDS TO SIGN ¥ MORE ¥
Glient Name
2. Recipient: Close Discard
I
Name i
I 8 | Enter Recipient Name

@

Email

*& ADD PLACEHOLDER

BACK NEXT

@ English (US) ¥ | Powered by DocuSign | ContactUs | Temms of Use | Privacy | Intellectual Property | xDTM Compliant | Copyright © 2020 DocuSign, Inc. All rights reserved.
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Step: 10

Enter Recipient Email

X 224x86 & Documents — (@ Placeholders ® .
Create Placeholder Recipients

Set signing order View

P 1 (e.g. Client, Buyer, HR) L NEEDS TO SIGN ¥ MORE ¥
Glient Name
2. Recipient: Close Discard
Name
I
Email 2 i
I | Enter Recipient Email

@

*& ADD PLACEHOLDER

BACK NEXT

@ English (US) ¥ | Powered by DocuSign | ContactUs | Temms of Use | Privacy | Intellectual Property | xDTM Compliant | Copyright © 2020 DocuSign, Inc. All rights reserved.
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Step: 11

After adding all your placeholder recipients, click NEXT

I o @

X 224x86 & Documents — (@ Placeholders

Create Placeholder Recipients

Set signing order View

i NEEDS TO SIGN v MORE ¥

1 (e.g. Client, Buyer, HR)

Glient Name

Close Discard

*4 ADD PLACEHOLDER
After adding all your placeholder

BACK recipients, click NEXT

@

@ English (US) ¥ | Powered by DocuSign | ContactUs | Temms of Use | Privacy | Intellectual Property | xDTM Compliant | Copyright © 2020 DocuSign, Inc. Al rights reserved
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Step: 12

Prepare your document by adding fields for each placeholder
recipient to complete

x 224x86

& Documents — (& Placeholders — (@ Fields ® .

438% ¥

Client Name sHorTCUTS | |

&

Search Fields X

Documents ﬂ
Prepare your document by adding
fields for each placeholder recipient
#  Signature to complete

DS Initial e

dL Stamp

DocuSign
D Date Signed

Standard Fields

224x86.png ~
Pages: 1

0 NN

1 s ]
& Name
84 Email

ﬁ Company

o Title

T Text

Checkbox .
El Dropdown
® Radio
= — ) -

BACK NEXT
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Step: 13

After placing all your fields, click NEXT

X 224x86 & Documents — (& Placeholders — (@ Fields BUY NOW (O] .

Client Name - S 0DD 436% ¥ sHoRTCUTS | |0
Q, Search Fields x il
Documents 'ﬂ
Standard Fields
224x86.png ~

Signature Pages: 1

DS Initial

NN

I

Stamp

0

DocuSign

o

Date Signed
1 g |

Name

Email

Company

B EUWD

Title

H

Text

Checkbox .

Dropdown

Radio After placing all your fields,
- - click NEXT

0
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Step: 14

For Summary, review your template

X 224x86 & Documents — (& Placeholders — (¥ Fields — (@ Summary @ .

SUMMARY MESSAGE OPTIONS

ReVIeW Template For Summary, review your template
@

Template Name Edit

Untitled 2/13/2020 | 2:38:25 AM

Documen ts  Edit

DocuSign

BACK SAVE TEMPLATE
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Step: 15

Click on "Save Template"

X 224x86 & Documents — (& Placeholders — (¥ Fields — (@ Summary @ .

SUMMARY MESSAGE OPTIONS

Review Template

Template Name Edit

Untitled 2/13/2020 | 3:07:26 AM

Documents Edit

224x86.png

Recipients Edit

DocuSign

Click on "Save Template™

@

BACK SAVE TEMPLATE
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Thank You!
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